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Introduction

The Canadian Export Reporting System (CERS) is a web-
based, self-service portal that enables exporters and
customs service providers to create and submit electronic
export declarations and summary reports to the Canada
Border Services Agency (CBSA).

The following material provides instruction for using the
CERS Portal.
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Help and Support

 Refer to Electronic Commerce Client Requirements Document
(ECCRD) - Chapter 25 for additional information regarding the
CERS Portal

« Technical e-mail enquiries should be sent to the Technical
Commercial Client Unit (TCCU) at tccu-ustcc@cbsa-asfc.gc.ca
or by phone at 1-888-957-7224 (option 2)

* Regqistration related enquiries should be sent to the Commercial
Registration Unit at CBSA.Export Program-
Programme_Exportation.ASFC@cbsa-asfc.gc.ca

« General e-mail enquiries can be sent to CBSA.CERS Inquiries-
Renseignements  SCDE.ASFC@cbsa-asfc.gc.ca

PROTECTION - SERVICE - INTEGRITY 3


https://www.cbsa-asfc.gc.ca/eservices/eccrd-eng.html#_s1-25
mailto:tccu-ustcc@cbsa-asfc.gc.ca
mailto:CBSA.Export_Program-Programme_Exportation.ASFC@cbsa-asfc.gc.ca
mailto:CBSA.CERS_Inquiries-Renseignements_SCDE.ASFC@cbsa-asfc.gc.ca

5 (0) N

© O NS OAE WDNPRE

el e
W N B O

Table of Contents

Creating a CERS Business Account (Pg. 5 — 16)

Activating a CERS Business Account (Pg. 17 — 20)

Accessing a CERS Business Account (Pg. 21 — 32)

Managing User Access for a CERS Business Account (Pg. 33 — 39)
Creating and submitting a new Export Declaration (Pg. 40 — 76)
Managing submitted export documents (Pg. 77 — 98)

Managing draft export documents (Pg. 99 — 102)

Managing Lookups (Pg. 103 - 113)

Managing Templates (Pg. 114 — 122)

. Viewing Bulletins and Links (Pg. 123 — 128)

. Summary Reports (Pg. 129 — 151)

. Using the Bulk Loads feature (“Data Load Module”) (Pg. 152 — 164)
. One Time Submissions (Pg. 165 — 168)

14,

Helpful Links (Pg. 169)

PROTECTION - SERVICE - INTEGRITY 4



5 (0) N

1. Creating a CERS Business Account

To create a new CERS Business Account:

1) Access the CBSA web portal

2) Create a new CERS User Account

3) Obtain an account activation code from the CBSA

4) Log into the CERS Portal and access the Business Accounts section
5) Use the activation code to activate a CERS Business Account
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Step 1: Access the CBSA Web Portal

The CBSA web site will contain a Log In page for the CERS Portal. You can
use either a SecureKey Concierge Sign-In Partner or a Government of
Canada - Online Service account (GC Key) to access the CBSA web portal.

CERS Portal

Log In

The CERS Portal is a secure data transmission option developed by the Canada Border Services Related links
Agency (CBSA) that allows the trade community to complete electronic export trade document

submissions through the Internet.
About the CERS Portal

Important: If you are using a shared computer, make sure to log out once you have completed

your session so that no protected data is accessible to other users. Apply for a Shared Secret

To access your CERS Portal Account you need to log in using one of two methods: CERS Portal Terms and Conditions

Frequently Asked Questions (FAQs)

1. Log in with a Sign-In Partner 2, Log in with GCKey

This option allows you to log in with a User This option allows you to log in using a
ID and password that you may already have, Government of Canada User |ID and
such as for online banking. password.

Note: When choosing this option, you will be GCKey Log In
temporarily leaving the CBSA website.
Sign-In Partner Log In

PROTECTION - SERVICE - INTEGRITY 6
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Step 1: Access the CBSA Web Portal

Log In Option 1:
Use a SecureKey Concierge Sign-In Partner to access the CBSA web portal

-

SECURE Q) Service de Conciege

L'acces en ligne simplifié

Veuillez sélectionner la langue

Securekey Service de Concierge vous permet d'acceder aux
services gouvernementaux par l'intermédiaire d'un « partenaire de
connexion », tel que votre bangue en ligne ou l'émetteur de votre
carte de credit. Aucun mot de passe ni autre renseignement
personnel n'est divulgué au gouvernement du Canada ou a
Securekey Service de Concierge. De méme, le nom du ministére
n'est pas communigué au partenaire de connexion.

Annuler

SECURE(Q) Concicrge

Online Access Made Easy

Please select language

Securekey Concierge lets you access government services by using
a "Sign-In Partner” such as your online bank or credit card issuer. No
passwords or other personal information are disclosed to the
Government of Canada or SecureKey Concierge. The government
department name is not disclosed to the Sign-In Pariner.

English

Cancel

v
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Step 1: Access the CBSA Web Portal

Log In Option 2:
Use your Government of Canada (GC) Key to log into the CBSA Web Portal

Francais
o Bl Semae” GiCanada
© o Tosigninenerthe o |
username and password
associated with your Welcome to GCKey
GCKey account
Sign In Simple Secure Access
Username: (required) A simple way to securely access
NOTE: New users can Username R
click the Sign Up button e teared One passuord
and complete an online Fototvour passust? TR
registration process to clea A ovemmen of Canada nle et
obtain a GC Key =
Please select Exit to leave the GCKey service and return o the Government of Canada online service.
Exit
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GC Key: Sign Up Process

To sign up and obtain a GC Key, you will need to supply the following information:

1) Enter a unique username

Home = GCKey Sign Up Step 2 of 4

Terms and Conditions Usemame

Create Your Username

Your Username must contain between eight and sixteen characters, no special characters (for example:

Privac
%, #, @) and may contain up to seven digits. When creating your Username, we recommend that you: y
= make your Username easy for you to remember and hard for others to guess; Please keep your Username secure. For
- avoid using personal information such as your name, Social Insurance Number (SIN), mailing more information on how your privacy is
address or email address; protected, please refer to our Personal
- always keep your Username secure and do not share it with anyone. Information Collection Statement.
Create Your Username: (required) Usemame Checklist

Exporter_ABC]| b
« 8-16 Characters

« No Special Character(s)

Please select Continue fo proceed or click Cancel to end the Sign Up process. -
« No more than 7 digits

PROTECTION - SERVICE - INTEGRITY 9
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GC Key: Sign Up Process

To sign up and obtain a GC Key, you will need to supply the following information:

2) Enter an account password

Terms and Conditions Username Password

Create Your Password

Your Password must be between eight and sixteen characters, contain at least one upper case letter, one
lower case letter and one digit, and must not contain 3 or more consecutive characters from your
Username.

Privacy

Please keep your Password secure. For more
information on how your privacy is protected,
please refer to our Personal Information
ssessene Collection Statement.

Create Your Password: (required)

Confirm Your Password: (required)
ssssasss Password Checklist

Please select Continue to proceed or click Cancel to end the Sign Up process. 8-16 Characters

Does not contain 3 consecutive
Clear All Cancel characters from Username
Valid characters
Lower case letter(s)
Upper case letter(s)
Digit(s)
Passwords match

{4

L4449
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GC Key: Sign Up Process

To sign up and obtain a GC Key, you will need to supply the following information:

3. Enter information you could use to recover a forgotten password

Create Your Recovery Questions, Answers and Hints

Your Recovery Question, Answers and Hints are used to help you if you forget your Password. Please
complete all the required fields below to continue the Sign Up process.

Privacy

Please keep your Recovery Question,
Select a Recovery Question: (required) Answers and Hints secure. For more
information on how your privacy is protected,
please refer to our Personal Information
Collection Statement.

What was my favourite subject in school? ﬂ

My Recovery Answer: (required)

My Memorable Person: (required) [ ]

Your answers must contain at least three

characters and contain no special characters

(for example: %, #, @). Your hints must

contain at least three characters and may

contain letters, numbers and the following

My Memorable Date (YYYY-MM-DDY): (required) punctuation characters: apostrophe ('),
comma (,), dash (-), period (.) and question
mark (?).

My Memorable Person Hint:

My Memorable Date Hint:

Please select Continue to proceed or click Cancel to end the Sign Up process.

Note: Your GCKey will be issued after completing this step.

PROTECTION - SERVICE - INTEGRITY 11
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Step 2: Create a New CERS User Account

Within the CBSA web portal, create a new CERS User Account by entering

your profile information.

5c
I * . of

CBSA Portal

Haime

Before sccessing the CERS Portal, you miust create 8 User Account or fra

Option 1

To create a new User Account, select the Create New User Acco

button below..
< Create User Account >

CBSA Portal

Welcome to CERS Portal

Canadi

ut
Create User Account

Enter Profile Information

All fields are mandatory unless otherwise specified.

First Name: | |

Last Name: | |

Note: Selecting = ¥ icon displays related help information in a

new brovser window.

Email Address: |

Re-type Email Address: |

Telephone Number:
Telephone Extension (optional): |:|
Preferred Time Zone: | Select Time Zone —[v| @

Preferred Language of Correspondence: | English &
Erench

Submit | Gancel |

PROTECTION - SERVICE - INTEGRITY
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Step 3: Create a New CERS User Account

You will be issued a unique User Reference Number (URN) for your new CERS User
Account. This URN will be displayed at the top-right corner of the screen when you log
into the CBSA Portal.

Note: For Account Users and/or Account Browsers, this URN needs to be shared with an
Account Owner or Proxy Account Owner in order to be granted access to an existing
CERS Portal Business Account.

CBSA Portal Canadi

Hame » User Account Creabsd

User Account Created

Your CBSA Portal User Account has been created and your profile information has been saved. An email has bean sent to the addrass you provided to confirm your registration.
Usar Reference Humber(URN): MO516723
Creation Date/Time: 2019-08-30 16:12:54

Pleasa note that your URN is a unigue number that is associated with your User Account. You should share your URN, family name and email address with other CERS Portal users
so that they may grant you access to their Business Account(s).

Note: An & icon next to a link or button indicates that when that link or button is selectad the information will be displayed in 2 new browsar window.

Print/Download User Account Information (= PDF 33KB)
If you have any guestions regarding your User Account or URN please review the CERS Portal Help and Support 2 page.

Continue >

Preferred Time Zone: Eastern

PROTECTION - SERVICE - INTEGRITY 13
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Step 4: Obtain an Activation Code from the CBSA

Activation Process for Existing CAED Accounts

The CBSA has been working with Statistics Canada (SC) to transfer
existing Canadian Automated Export Declaration (CAED) accounts and
Summary Reporting Program (SRP) accounts to the CERS Portal. If
your company has completed either a valid CAED export declaration
submission or a valid SRP report submission between December 1,
2017 and December 1, 2019, your CAED account will automatically be
transferred to the CERS Portal. The CBSA will mail your company a
CERS Portal registration letter containing an activation code prior to
your designated onboarding wave.

Refer to https://www.cbsa-asfc.gc.ca/prog/cers-scde/menu-eng.html for
further information regarding the pilot and onboarding events for CERS
Portal.

PROTECTION - SERVICE - INTEGRITY 14
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Step 4: Obtain an Activation Code from the CBSA

ACt'Vat|On PI‘OCeSS fOI’ NeW EXDOI‘terS I* Canada Border Agence des services

Services Agency  frontaliers du Canada

August 30, 2019

« If your company has not used the John Smith
CAED Software to Complete a Va“d Subject: Shared Secret and Authorization ID
export deCIaratlon SmeISSIOn This letter is to notify you of the Shared Secret and
between December 1, 2017 and Auhrizson [ st e e sed 2 et Your eves
December 1, 2019, then it can the Authorization 1D are unique.and are only assocated 10
complete a standard registration the above named business.
process to obtain a “Shared Secret”
(|e aCt|Vat|On COde) fOI’ a new CERS Your Authorization Id is: TG12234
Portal Business Account. Your Shared Secret is: ABC D5E FG6

Expiry Date: 2019/11/28

Please keep this information confidential as it will be used to
confirm your business relationship with CESA. If you feel
your Shared Secret and Authorization ID have been
compromised, or if they have been lost, please contact tccu-

ustcc@chsa-asfc geca

PROTECTION - SERVICE - INTEGRITY 15
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Step 4: Obtain an Activation Code from the CBSA

Activation Process for New Exporters

Note that in order to register for a new CERS Portal Business Account, your
company must possess an active Exporter Business Number:

« The Exporter Business Number consists of a 9-digit Business Number
combined with an RM program account (Example: 123456789RMO0001).
Both items are issued by the Canada Revenue Agency (CRA).

 The RM program account needs to be configured to support exporter
reporting usage.

Clients may contact the CRA Business enquiries line (1-800-959-5525) to
obtain a new Exporter Business Number or update an existing RM program
account.

PROTECTION - SERVICE - INTEGRITY 16



oy

N (D) N
2. Activate the CERS Business Account

Log into the CBSA Portal. Access the Business Accounts section then
click the “Create Business Account” button.

CBSA Portal Canadi

Business Accounts My Profile

JohnSmith uan: mos1e723) |

Welcoma Manny

unts g@fa sllows you to access the Business Account(s) you are permitted to use. If you are the suthorized representstive of your business this is where you can create a new

The View My Frofile area displays your User Account information and allows you to edit you profile.

Business Accounts My Profile

John Smith  [URN: MOS16723)
Log out

Business Accounts

Create Business Account |
Mo Business Accounts

Business Name Client Identifiar Business Type Rola Action

PROTECTION - SERVICE - INTEGRITY 17
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Activating the CERS Business Account

Complete the online activation process:

CBSA Portal

I.  Enter your company’s T —
Exporter Business
Number.

Enter Business Information

If you are the authorized representative of 2 business you may begin the process of creating & Business Account by providing the information below,
All fields are mandatory.

Businass Number:

[ e

Submit | Cancel |

ii. Enter the activation Ceeate Bucinees Account_Step 2012

d h h b Enter Shared Secret

C O e t at a'S ee n If you are the authorized representative of a2 business you may begin the process of creating 2 Business Account by providing the information below.
H All field ndatory.

issued by the CBSA. ekl mandaton

Business Mumber:  123456789RM0001
Business Typa: Exporter

Shared Sacrat: l:”:l l:l L7

Submit | Cancel |

PROTECTION - SERVICE - INTEGRITY 18
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Activating the CERS Business Account

Create Business Account - Step 3 of 3

Enter Account Owner Information

All fields are mandatory unless otherwise specified.
First Name:  John
Last Name: Smith

iii. Supply your contact information e Qe

Note: The CERS Portal User who
activates the CERS Business Account will
be designated as the “Account Owner”
and will have full control over the Business
Account (e.g. Add/remove users; Delete Fax Nurmber (optional)
Business Account). nddress

Re-type Email Address

Telephone Number

Telept Extension (optional)

City

Country
— Select Country — (]
Province/State (Canada/USA locations only)

— Select Province/State — [v]

Postal /Zip Code

PROTECTION - SERVICE - INTEGRITY 19
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Activating the CERS Business Account

The CERS Portal User activating the CERS Business Account will be able to
continue to Create Another Business Account, should it be necessary. The
same rule applies with any additional Business account the user creates, they
will have full control over the Business Account (e.g. Add/remove users; Delete
Business Account).

Business Account Created

Your Business Account has been created and is now active. An e-mail has been sent to the address you provided to confirm your Business Account creation.

Creation Date/Time: 2019-08-30 16:43

Account Owner Information Business Information
First Name: John Business Name:  ABC Company Inc.
Last Name: Smith Business Number:  123456789RM0001
Position Tithe:  —rmeemnen Business Type: Exporter
Email Address;  JOhn.Smith@email.com Authorized ID: SE3800
Telephone Mumber  123.456-7890 Contact First Mame:  john
Telephone Extension: - Contact Last name:  SMith
Fax Mumber: - Contact Telephone Number:  123-456-7890
Address: 555 Main Street L Contact Telephone Extension: -
City: Ottawa Contact Email: John.Smith@email.com
Province/State: Ontario Address/Telephone Number: 5o o0 street
Postal/Zip Code: K2P 0XS5 City: NORTH VANCOUVER
Country: Canada Province/State: British Columbia

Postal/Zip Code: V7M 1R9
Country: Canada

Print/Drownload Business Account Information {PDF)™

If you are the authorized representative of ancther business you ate an additional Business Account tgglecting Create Ancther Business Account.

Create Another Business Account

If you do not want to create another Business Account at this time, select ORY

PROTECTION - SERVICE - INTEGRITY A
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3. Managing User Access for a CERS Business Account

« Accessing an Exporter Business Account
* Accessing a Customs Service Provider Business Account
« Applying a Default Log In for Business Account

PROTECTION - SERVICE - INTEGRITY 21



oy

. © .

Accessing a CERS Business Account

When you log into the CERS Portal, the Business Accounts section will
display a list of accounts that you are permitted to access. (Click the

Business Name hyperlink to access the associated CERS Business
Account).

CERS Portal

Canada

Business Accounts My Profile

John Smith  juwn: [RERGEFEL M
CERS Portal Help and Suppart T2 | Log out

Business Accounts

Create Business Account

Default log in Business Account: I.-,.-_,-,E

[v] save @

Show @ % entries

Business Name Business Number - Business

Type Role Action
ABC Company Inc. 123456789RM0001 Exporter Account Qwner Modify

Showing 1 to 1 of 1 entries

PROTECTION - SERVICE - INTEGRITY 22
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CERS Business Account

Within a CERS Business Account, use the tabs to access various
account sections (Bulletins, Export Documents, Lookups, Templates,

and User Access).

CERS Portal Canadi

Business Accounts My Profila

Hame » Busineas Accounts ®  ABC Company Inc. (123456789RM0001)
John Smith - T3
URN: MOS16723)

I Export Documents I Lookups I Templates I User Access B
o ——

Bulletins

CERS Portal Help and Support T8 | Log out

Published

2019-08-30 Morning HC 2019-08-20

2019-08-29

2019-08-29 Morning HC
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Exporter Business Account

When accessing an Exporter Business Account, the tabs below pertain to
all program features used by the exporter company (Bulletins, Export
Documents, Lookups, Templates, and User Access).

Example: The
Export Documents
section permits
users to view CERS
Export Declarations
and Summary
Reports that the
exporter company
had submitted to
the CBSA.

CERS Portal

Business Accounts My Profile

ats>
e ABC Company Inc. (123456789RM0001

 ——
Bulleti 1= 1' Lookups | Templates | User Access
S

Export Documn
(CE A SN A T Search Submitted Export Doc

Draft Documents Submitted Documents | =10 4TV EER)

Select Export Document Type Export Declaration|v]| Refresh

Show 10 +  entries

Showing 1 to 2 of 2 entries

Proof of Report Date of exportation Submitted Date/Time
WOE776201308302237 2015-08-30 2019-08-30 14:56
WOEF76201308282192 201%-08-28 2019-08-30 14:21

Filter

PROTECTION - SERVICE - INTEGRITY
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Customs Service Provider Business Account

After logging into the CERS Portal, a customs service provider (CSP)
member will be able to use “Business Accounts” section to access
his/her company’s Customs Service Provider Business Account.

CERS Portal

(Canada

Business Accounts My Profile
Home » Business Accounts ®  ABC Service Provider Inc. (123456789RM0001
John Smith

(URN: MOS475938)
CERS Portal Heln and Suppart T80 | Log out

Business Accounts

Create Business Account

Default log in Business Account: I.-,.;,-,E

[v] Save @
Show 10 *  entries Filter *
Business Name Business Number - Business Type Role Action
ABC Service Provider Inc. 123456789RM0001 Customs Service Provider Prow=y Account Chwner

Showing 1 to 1 of 1 entries (filtered from 5 totzl entries)
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Customs Service Provider Business Account

When accessing a Customs Service Provider (CSP) Business
Account, the tabs below pertain to account features used by the CSP.
(e.g. Export Documents, User Access, etc...)

CERS Portal

Business Accounts~  Exporter Accounts My Profile

=T ABC Service Provider Inc. (123456789RM000L John Smith i wos

O Exam ple: The EXport Bulletins Lookups | Templates | user Access
: :
Documents SeCt|0n permlts Search Submitted Export Documents

:
users to view CERS Export

Select Export Document Type | Export Declaration|v| Refresh

Declarations and Summary oo 4 e
R e p 0 I’tS th at th e C S P h ad Proof of Report Date of exportation Submitted Date/Time v Status

FN9725201908302236 2013-10-2% 2019-08-30 09:57 Original

S u b m itte d to th e C B SA O n FNS725204508302235 2013-10-2% 2015-06-30 09:32 Oniginal
. . EN9725201908302232 2013-10-23% 2013-08-30 08:07 ﬂngmaj

b e h alf of Itse If (I . e . T h e C S P FN9S725201908302230 2013-10-2% 2013-08-320 08:03 Original
- - - EN9725201908302228 2015-10-2% 2013-08-30 07:37 M

was identified as the oo
EN9725201908302226 2015-10-2% 2013-08-20 07:31 M

exporter of the goods).

Voided
2l Onginal
EN9725201908292222 2019-10-2% 2019-08-29 13:01 Original
Showing 1 to 10 of 229 entries 2 3 4 5 az Next
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Customs Service Provider Business Account

To submit Export Documents on behalf of one of its exporter company
clients, a CSP user must do the following:

1) Access the Customs Service Provider Business Account.
2) Select the Exporter Accounts link (located at the top of the screen).

3) Within the Exporter Accounts section, click the Business Name hyperlink that
refers to the exporter company of interest.

1 1*1
CERS Portal Canada
Business Accounts Exporter Accounts My Profile
me > Business Accounts » - ABC Service Provider Inc. (123456789RMO0001) * Exporter Accounts M SN [y osersss)
CERS Portal Help and Support 8 | Lo out
Show 12 +  entries Filter
Business Name = Business Number Authorized ID
987654321RM0001 BD2489
DEF Frozen Foods Inc. 187667321RM0002 TL4613
GHI Toys Company 958421389RM0001 ¥55105

PROTECTION - SERVICE - INTEGRITY 27
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Customs Service Provider Business Account

After completing steps 1 to 3, the CSP user will gain access to the CSP
client’s Exporter Business Account.

o Note: The navigation label (Home > ... ) displayed at the top of the screen
identifies that an Exporter Account is being accessed through the CSP’s
Business Account.

CERS Portal Canada

Business Accounts Exporter Accounts My Profile

Home > Business Accounts > ABC Service Provider Inc. (123456789RM0001) > Exporter Accounf§ ABC Exporter Company (987654321RMO0001) Bon smith (LR "

F4

e

(po S =]
Export Documents

Mote: You may save an additional 93 Draft Export Documents for this Business Account.
Show 10 ¢ entries Filter
Draft Document Name Document Type Saved Date/Time v Action
PBS35275-20190805 Export Declaration 2015-08-0% 14:01 Delete
PES23275-201989 Summary Report 2013-08-09 13:59 T

PROTECTION - SERVICE - INTEGRITY 28
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Applying a Default Log In for Business Account

By default, when a user logs into CERS Portal, the application will display the
Business Accounts section. (Multiple entries will be shown if the user has been
granted access to two or more CERS Portal Business Accounts.)

I*I Government  {
of Canada d

CERS Portal Canadi

Business Accounts My Profile

John Smith (URM : MO452508) |
CERS Portal Help and Suppart ur) | Log out

Business Accounts

Default log in Business Account: Inone v| Save @
Show 10 < entries Filter
Business Name Business Number — Business Type Role Action
ABC COMPANY ATLANTIC 987456789RM0001 Exporter Account Owner Modify
ABC COMPANY PACIFIC 987456789RM0002 Exporter Account Qwner Modify
Showing 1 to 2 of 2 entries

PROTECTION - SERVICE - INTEGRITY A
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Applying a Default Log In for Business Account

Within the Business Accounts section, a user can apply a default log in Business
Account setting:

o Use the Default log in Business Account drop-down menu to select a
Business Account name; and

o Click Save.

Business Accounts My Profile

Home » Business Accounts

John Smith urw : Mo469508)
CERS Portal Help and Support 02 | Log out

Business Accounts

Create Business Account
Default log in Business Account: Save ©
ABC COMPANY ATLANTIC (987456789RM0001)
Show 10 % entries ABC COMPANY PACIFIC (987456789RM0002) Filter
Business Name Business Number - Business Type Role Action

ABC COMPANY ATLANTIC 987456789RM0001 Exporter Account Owner Modify

ABC COMPANY PACIFIC 987456789RM0002 Exporter Account Owner Modify
Showing 1 to 2 of 2 entries

Preferred Time Zone: Eastern
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Applying a Default Log In for Business Account

Outcome: The next time the user logs into CERS Portal, the application will
automatically load and display the default log in Business Account

* Government Gouvernamant - _ a S | - -
of Canada du Canada Canada.gc.ca Services Departments

N ——

CERS Portal

Canadd

Business Accounts My Prafil=

< Home » Business Accounts * - ABC COMPANY ATLANTIC (987456789RM0001)
—

John Smith (URN : MO4£5508)
CERS Portal Help and Support = | Log out

NIE ] Export Documents | Lookups | Templates | User Access

Subject Published -
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Applying a Default Log In for Business Account

To remove a default log in Business Account setting:
o Access the Business Accounts section;

o Change the Default log in Business Account drop-down menu to option
‘none”; and

o Click Save.

B —— & ]

Business Accounts My Profile

Create Business Account

Default log in Business Accoun Save @
ABC COMPANY ATLANTIC (987256 789RNMO001)
) ABC COMPANY PACIFIC (987456789RM0002)
Show 10 $  entries

-
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4. Managing User Access for a CERS Business Account

« Adding a CERS user to a company’s CERS Business Account

« Removing a CERS user’s access to the CERS Business
Account

« Editing a CERS user’s account access privileges

PROTECTION - SERVICE - INTEGRITY 33
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Adding a User to a CERS Business Account

To grant a person access to your company’s CERS Business Account:

1) Log into the CERS Portal and access your company’s Business Account.
2) Select the User Access tab.

3) Click the Add User button.

« The User Access
section will display
a list of all CERS
Users that have
been granted
access to the
CERS Business
Account.

Business Accounts My Profile

Smith

Smith

User Access

Show 1o

tounts = ABC Company Inc. (123456789RM0001)

Export Documents | Lookups | Templates

Last Name

=  entries

First Name

John

Robert

Showing 1 to 2 of 2 entries

I User Access |

URN

FADS2895

MO547939

User Role

Prozxy Account Owner

Account Owner

Filter

Active

Active

ser Status
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Adding a CERS User to a CERS Business Account

Within the Add User page, enter the following information:

« The CERS User’s URN (i.e. User Reference Number);
e The CERS User’s last name; and
e The CERS User’s e-mail address

ABC Company Inc. (123456789RM0001)

F——————s= W
S
Home » Business Acrounts »
John Smith  [LIEN: MOS47939)
CERS Portal Help and Support Lo out
i L emplal 5
All fields are mandatory.

User Reference Number [URN): l:l

IUerAmEsl

Add User - Step 1 of 2

Last Name: | |

BT cancel
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Adding a CERS User to a CERS Business Account

You will need to specify the account privileges that are to be granted to
the CERS User by selecting a user role:

I ———————=—- B —]

« Account Browser

Business Accounts My Profile
e Account User | ome » Business Accounts >
* Proxy Account Owner

ABC Company Inc. (123456789RM0001)

[T P —— Ry EET [ user Access |
Add User - Step 2 of 2

All fields are mandatory.

User Reference Number (URN): MB634595
Last Mame: Smith
First Mame: John

Email Address: John.Smith@email.com

Select a user role for sSmith, John Aecount Browsar

Account User
Prosoy Account Cwnear
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Adding a CERS User to a CERS Business Account

« A Proxy Account Owner has almost the same (full) privileges as the official CERS
Portal business Account Owner, with the following exceptions:

o This user cannot add or remove other Proxy Account Owners; and
o This user cannot edit or delete the Business Account

« An Account User can create/edit/delete Export Documents, Lookups, and Templates.
This user cannot edit or delete the Business Account. This user cannot view or edit
User Access.

« An Account Browser is similar to an Account User, with the exception that the
browser can only view Export Documents, Lookups, and Templates.

Note: It is highly recommended that companies have more than one account owner by
ensuring a Proxy Account Owner is assigned to all Business Accounts.
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Editing a CERS User’s Business Account Privileges

Within the User Access tab, click the Last Name entry for the CERS
User of interest.

« NOTE: Only the Account Owner and Proxy Account Owner(s) can reach the
User Access tab (and therefore control which CERS Users are granted access
to the CERS Business Account).

*  ABC Company Inc. (123456789RM0001)

Bulletins | Export Documents | Lookups | Templates I UserAmEsl

- ser Role ser
John FADE2895 Proxy Account Owner Active

Smith Robert MO347929 Account Owner Active

PROTECTION - SERVICE - INTEGRITY 38



o
U ¢ .

Editing a CERS User’s Business Account Privileges

Within the User Detalls page:

o You can click the Remove button to remove the CERS User’s access to
the Business Account

o You can click the Edit button to modify the CERS User’s account privilege
settings (e.g. Convert an Account User into an Account Browser)

Export Documents | Lookups | Templates

User Details

Last N 2 i
AME: Smith Business Accounts My Profile

First Name: Robert E A
vme ¥ Business ACCounts ® 1 Ape company Inc. (123456789RM0001)

User Reference Number (URN): FADG2805

Email Address: Robert.Smith@email.com

Bulletins | Export Documenis | Lookups | Templates I User Access |

Edit User Role and Status

Telephone Number: |  555.123-4567

Telephone Extension:

Abanes, Frandis

User Role: | Account Browser e
Aeccount User
User Status: [[Foranmm ©
Remove ... = Back Suspendad

User Role And Status

User Role: Proxy Account Owner

User Status: Active

| | Cancel
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4. Creating and Submitting a New Export Declaration

« Export Documents tab

* Lookup feature

« Helpicon

« Check for Errors

« Save features

* Print/Download submitted Export Document (PDF)
« Create Template from submitted Export Declaration
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Creating a New CERS Export Declaration

Within a CERS Business Account, the Export Documents section
provides resources for creating, viewing, and editing Export Documents
(i.,e. CERS Export Declarations and Summary Reports)

« Click the
Create Export
Document
button to begin
creating a new
document

CERS Portal

Business Accounts My Profile

Canadi

John Smith  [URN: MO547930)
; o)

Show 10 =  entrizs
Draft Document Name Document Type
FADEZ2895-20130830 Export Declaration
FADEZ2895-20130830 Export Declaration
MOS547335-20150828 Export Declaration
MOS47235-201581 Summary Report

Showing 1 to 4 of 4 entries

Saved DatefTime

2015-08-30 15:15

2015-08-30 15:14

2015-08-28 11:07

201%-08-01 17:54

Filter

Delete

Delete

Delete

Delete
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Creating a New CERS Export Declaration

Within the Create Export Document page, the user is presented with the
following options:

1)

2)

3)

4)

Create a new, draft Export
Declaration

Create a new, draft Summary
Report

Use a text file to upload one or
more draft Export Declarations
into CERS (Bulk Load)

Use an existing Document
Template to create a draft
Export Declaration or
Summary Report

CERS Portal

Business Accounts My Profile

Hame ¥ Busingss Actaunts = ABC Company Inc. (123456789RM0001)

| Bulletins | [EPRETESN | | ookups | Templates | User Access |
Create Export Document

Moke: ¥You have space to save 96 Draft Export Documents for this Business Account.

Select the type of Export Document you want to create: Eswport Declarztion
Summary Report
Bulk Lozds

Use Document Tamplata

m Cancel
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Creating a New CERS Export Declaration

5) (For CSPs) Create a new, draft “One Time Submission”
CERS Portal

Business Accounts Exporter Accounts My Profile

Home > Business Accounts > ABC Service Provider Inc. (123456789RM0001)

m Export Documents Lookups | Templates | User Access

Create Export Document

MNote: You have space to save 95 Draft Export Documents for this Business Account.

Select the type of Export Document you want to create: Export Declaration

Summary Report
Bulk Loads
One Time Submission

Use Document Template

B concol
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Create Export Declaration: Exporter Section

The Create Export Declaration page is divided into various additional
tabs:

CERS Portal

Business Accounts My Profile

me » Business Accounts > ABC Company Inc. (123456789RMO0001)

» Select the Exporter tab to

Lookups | Templates | User Access

begin entering information

regarding the exporter of the Exporter Name,  ABC Company nc

Exporter Business Number:  123456789RM0001

CO m m e rC i aI g OOd S All fields are mandatory unless otherwise specified.

D Consignee | Service Provider | Certifier | Commodity | Other Export Details | Customs Details

Business Number Authorized ID
123456789RM0001 WQe776
Lookup Name &

Mendatary if creating a lnekup
Are parties related? @
) Yes

O Mo

Exporter Name ©

Street Address @

city 8
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Create Export Declaration: Consignee Section

Select the Consignee
tab to begin entering
information regarding
the consignee

Bulletins Lookups | Templates | User Access
Create Export Declaration

Exporber Name: ABC Company Inc.
Exporter Business Number:  1234557E9RMO00

unless otherwise specified.

I Service Provider | Certifier | Commodity | Other Export Details

All fields are mandato

e —
o oo

Lookup Name @

Seled a Lookup

Mandatory if creating a lookup

Consignea Name @

Street Address ©

City @

Country @

— Select Country — v

Province /State (optional) @

Use the above information to [[& = eSS 0T

Exporter |EeUELLETE ) Service Provider | Certifier | Commodity | Other Export Details | Customs Details

Complete zll mandatory fields within the tabs above.

Check for Errors Save and Continue  Save and Finish Later  Submit to the CBSA

Print/Dovmnload Document (Select to view POF size] Cancel
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Create Export Declaration: Service Provider Section

« Select the Service
Provider tab to begin D e b ey
entering information T e Ty
regarding the applicable L
customs service provider Service Provider Name ©
Street Address @
Reporting Scenario =
1: When an exporter ot ;
company creates a e © |
CERS Export w;..m ' =
Declaration, all fields
contained within the .
Service Provider
section will be e e (e e ey
disabled. PrinDo.rioed Documat (Sulc o i 006 z0) Gancel
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Create Export Declaration: Service Provider Section

CERS Portal

Business Accounts Exporter Accounts My Profile

Reporting Scenario 2:
When a customs service
provider (CSP) creates a

Home > Business Accounts > ABC Service Provider Inc. (123456789RM0001)

EINIETEN | Export Documents | RTINS BT T G GO LR . Ve ot
Create Export Declaration

CERS Export Declaration for
itself (i.e. The CSP is being
identified as the exporter of
the goods), all fields
contained within the Service
Provider section will be
disabled. The CSP will be
required to complete the
Exporter section and supply
information regarding its
company name, address, and
contact information.

Exporter Name: ABC Service Provider Inc.
Exporter Business Number: 123456789RM0001

All fields are mandatory unless otherwise specified.

Exporter | Consignee LU N  LAN L D] Certifier | Commodity | Other Export Details | Customs Details

Authorization ID

Service Provider Name @

S GL Tl Consignee | Service Provider | Certifier | Commodity | Other Export Details | Customs Details

Business Number Authorization ID

123456789RM0001 FN9725

Select a Lookup

Lookup Name @

Mandatery if creating a lookup
Are parties related? @
() Yes

() No

Exporter Name @

Street Address @
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Create Export Declaration: Service Provider Section

CERS Portal

Business Accounts Exporter Accounis My Profile

Home > Business Accounts > ABC Service Provider Inc. (123456789RM0001) > Exporter Accounts > ABC Exporter Company Inc. (987654321RM0002)

Reporting Scenario 3:

When a CSP creates a CERS
i
Export Declaration on behalf of a e

ABC Exporter Company Inc.

Exporter Name:

client (i.e. Another entity s being -

identified as the exporter of the Cemarir | contiyree |EPSTRTTRa it | commerity | otvr xpot et | Costoms peta
goods), all fields contained within L

the Service Provider section will Lookup Name ©

be enabled. The CSP will be

required to complete the Service o proer eme O

Provider section to supply Strect Address ©

information regarding itself and
complete the Exporter section to

supply name, address, and o <

contact information regarding its Province/State © .
M — Select Province/State — ™)
client.

city ©

Postal/Zip Code @
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Select the Certifier tab to
begin entering information
regarding the individual who
IS responsible for creating
and submitting this Export
Declaration to the CBSA

i ps plat cess
Create Export Declaration

Exporter Mame: DEC Company Inc.

Exporter Business Number: 124557 EARMODI
All fields are mandatory unless otherwise specifiad

i I n Other Export Details | Customs Details

Lookup Name &

Mendatary if crealing & loskug

Certifier Name &
Company Mame @

Street Address @

City ©
Country 2]

— Select Country — ]
Province /State @

— Select Province/State — [v]

Postal/Zip Code @
Telephone Number © Telephone Extension @

Fax Number &

Email Address @

Use the above information to

Exporter | Consignee | Service Provider |Ee0 08| Commodity | Other Export Details | Customs Details

Complete all mandatory fields within the tabs above.
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Create Export Declaration: Commodity Section

« Select the
Commodity tab to
begin entering
information regarding
the commercial
goods that are being
exported from
Canada

| Gullctin: | ISPV | |\ ooicups | Tempiates | user Access |

Create Export Declaration

Exporter MNamms: cC pamy Ine.
Exporter Business Mumber: 12345S7ESRMO00

All fields are mandatory unless otherwise specified.

Exporter | Consignee | Service Provider Cerliierw 0 her Export Details | Customs Details

Freight Charge @

Gross Weight © Unit of measure @
Select Unit of Measure v

Currency of Declared Value @

Select Currency [v]
Commaodity
Add Commodity
Show 0 *  entries Filter
Mumber = HS8 Code Quantity UoM Value Edit
Export Document Template List is Empty
Showing 0 to 0 of O entries

Delete

Exporter | Consignee | Service Provider | Cerlifier |Es:DNSNHR] Other Export Details | Customs Details

Complete all mandatory fields within the tabs abowve,

Check for Errors  Save and Continue  Sawve and Finish Later  Submit to the CBSA

Print/Download Document (Select to view PDF sizel Cancel
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Create Export Declaration: Commodity Entry

Commadity #001

All fields are mandatory unless otherwise specified.

« Within the Commodity tab, click the Add pu——
Commodity button to begin assigning a S— e
new commodity entry to the Export
Declaration

Your Description 8

Conveyance ID Number €
Commadity
Add Commodity
Others

Show 10 *  entries Filter

Quantity © Unit of measura &
Number . HSS Coda Quantity uom Value Edit Delete Select Unit of Measure &

Value FOB point of exit @
Export Document Template List is Empty

Showing 0 to 0 of 0 entries
Crigin
Exporter | Consignee | Service Provider | Certifier |Rer 7@l| Other Export Details | Customs Details
Country @ Province ©
— Select Country — V] -- Select Province — |

Use the above information to [[# 55 540wl B PR
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Commodity Entry: HS Commodity Code Search

 When creating a commodity entry, you can use a search feature to find the
applicable 8-digit Canadian Export Classification code

Create Export Declaration

Bulletins

Lookups | Templates | user Access

Commaodity #001

Create Fxport Declaration

All fields are mandatory unless otherwise specified.
Search HS8 Code By
Harmonized System
@ Code () Description
HS Commodity code €
Whole word: All Inclusi L)
Go to search screen = nclusive (and)
Official Description Search for
440
[T | Export Documents
Create Export Declaration m Select a Lookup
Your Description @
Search HS8 Code By
! ftries Filter
@ Code ( Description
Unit of measure Description Action
Whole words | All Inclusive (and)
MTR. Poles f telftelegraph/elec lines, coniferous, treat w paint/stains/creosote/etc Select
Search for
4403 x NfA Logs, of coniferous, treated with p: s ives, nes Select
MTR, Poles f tel/telegraph/elec lines, nan-con, treat w paint/stains/crecsota/etc
m Select a Lookup Select
F403.12.50 N/A Logs, of non-con, treated with paint/stains/creosote/other preservatives, nes Select
4403.21.20 MTR, Poles, piles and posts, of pine, of any cross-sectional dim >= 15 cm,n treated Select
4403.21.30 MTQ Logs, of pine, of which any cross-sectional dimension >= 15 cm, not treated, nes Select
4403.22.10 MTR Pales, piles and posts, of pine, of any cross-sectional dim < 15 cmin treated Select
4402.22.20 MTQ Logs f pulping, of pine, of any cross-sectional dimension < 15 cm, not treated Select
4403.22.30 MTQ Logs, of pine, of which any cross-sectional dimension < 15 cm, not treated, nes Select
4402.23.20 MTR Pales, piles B posts,of fir & spruce, any cross-sectional dim >= 15 cmn treated Select
Showing 1 to 10 of 38 entries n 2 3 4 Net
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Commodity Entry: HS Commodity Code Search

NOTE: Within an Export Declaration or Summary Report, the reporter must
supply an 8-digit Canadian Export Classification code (HS code) to identify each
unique type of commercial good that is being exported from Canada. The codes
are obtained from Statistics Canada’s Canadian Export Classification system.

Reference: https://www150.statcan.gc.ca/nl/en/catalogue/65-209-X
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Commodity Entry: HS Commodity Code Search

Search Option 1:
Search by Code

Within the Search HS8 Code

page:

- Select radio button
option Code;

- Enter at least 2 digits
Into the Search for text
field: and

- Click Search.

CERS will display a list of
matching Canadian Export
Classification code that
begin with the specified
digits.

LIS | Export Documents | GGGl IR0 TG LSS Vel ot

Create Export Declaration
Search HS8 Code By
@ Code () Description
Whole words All Inclusive (and)
Search for
44
Show 10 *  entries
HS8 Code = Unit of measure
4401.11.00 KGM
4401.12.00 KGM
4401.21.00 THE
4401.22.00 THE
4401.31.00 KGM
4401.39.10 KGM
4401.39.90 KGM
4401.40.10 KGM
4401.40.90 KGM
4402.10.00 TNE
Showing 1 to 10 of 194 entries

@ Select a Lookup

Filter
Description Action
Fuel wood, of coniferous, in logs/billets/twigs/faggots/similar forms Select
Fuel wood, of non-coniferous, in logs/billets/twigs/faggots/similar forms select
Woed in chips, coniferous Select
Woed in chips, non-coniferous Select
wood pellets, agalomerated Select
Firelogs, of agglomerated wood sawdust Select
Sawdust and wood waste and scrap, agglomerated in briquettes/similar forms, nes Select
Wood shavings, not agglomerated Select
Sawdust and wood waste and scrap, not agglomerated, nes Select
Wood charcoal, incl shell or nut charcoal, of bamboo, w/n agglo Select

< Back

2 3 4 5 20  Next
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Commodity Entry: HS Commodity Code Search

Search Option 2:
Search by Description

Within the Search HS8 Code

page:

- Select radio button option
Description;

- Enter one or more
keywords into the Search
for text field: and

- Click Search.

CERS will display a list of
Canadian Export
Classification codes
possessing a description
entry that contains the
specified keyword(s).

Bulletins Q&L dIENIGE] Lookups | Templates | User Access

Create Export Declaration
Search HS8 Code By
() Code () Description
[] Whole words [ All Inclusive (and)
Search for
abor
Show 10 * entries
HS8 Code Unit of measure
2840.11.00 KGM
2840.19.00 KGM
3822.00.00 NfA
6909.11.00 NfA
6909.19.00 NfA
7017.10.00 N/A
7017.90.00 N/A
8419.20.00 NMB
8419.89.00 NfA
8514.10.00 NMB
Showing 1 to 10 of 16 entries

@ Select a Lookup

Description

Disodium tetraborate (refined borax), anhydrous

Disodium tetraborate (refined borax), o/t anhydrous

Composite diagnostic or laboratory reagents, nes, o/t those of Mo 30.02 or 30.06

Ceramic wares for laboratory,chemical or other technical uses,of porcelain/china

Ceramic wares for laboratory, chemical or other tachnical uses, nes

Laboratory, hygienic/pharmaceutical glassware,etc,of fused quartz/o fused silica

Laboratory, hygienic or pharmaceutical glassware, w/n graduated/calibrated, nes
Medical, surgical or laboratory sterilizers

Machinery, plant or laboratory equip for treat of mat by a change of temp nes

Industrial or laboratory electric resistance heated furnaces and ovens

< Back

Filter

Action
Select
Select
Select
Select
Select
Select
Select
Select
Select

Select
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Commodity Entry: HS Commodity Code Search

Search Option 2:
Search by Description

When performing a
search, you can select
the All Inclusive (and)
checkbox to limit the
search results to those
entries where all of the
specified Search for
characters are
assigned to the
Canadian Export
Classification code
(HS Code - Description
entry).

Bulletins JEa0G i ICE] Lookups | Templates | User Access
Create Export Declaration

Search HS8 Code By

() Code (s Description

[] Whole words All Inclusive (and)

Search for
abor anh
Show 10 $ entries
HS8 Code Unit of measure
2840.11.00 KGM
2840.19.00 KGM

Showing 1 to 2 of 2 entries

m Select a Lookup

Description

Disodium tetraborate (refined borax), anhydrous

Disodium tetraborate (refined borax), o/t anhydrous

< Back

Filter

Action

Select

Select
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Commodity Entry: HS Commodity Code Search

Search Option 2:
Search by Description

When performing a search,
you can select the Whole
words checkbox to limit the
search results to those
entries where at least one
of the specified Search for
keyword(s) matches a
whole word assigned to the
Canadian Export
Classification code (HS
Code - Description entry).

Search HS8 Code By
() Code (s) Description
[ Whole words [] All Inclusive (and)

Search for

lactose anhydrous

Show 10 $ entries
HS8 Code Unit of measure
1702.11.00 KGM
1702.19.00 KGM
2814.10.00 KGM
2840.11.00 KGM
2840.19.00 KGM

Showing 1 to 5 of 5 entries

Bulletins |20 A=l Lookups | Templates | User Access |

@ Select a Lookup

Description

Lactose and lactose syrup, containing >= 99% lactose, as anhydrous lactose
Lactose and lactose syrup, nes

Anhydrous ammonia

Disodium tetraborate (refined borax), anhydrous

Disodium tetraborate (refined borax), o/t anhydrous

< Back

Filter

Create Export Declaration

Action

Select

Select

Select

Select

Select
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Commodity Entry: HS Commodity Code Search

Search Option 2:
Search by Description

When performing a
search, you can select
both the Whole words
and the All Inclusive
(and) checkboxes to limit
the search results to
those entries where all of
the specified Search for
keywords match whole
words assigned to the
Canadian Export
Classification code (HS

Code - Description entry).

Bulletins a5 \c8]| Lookups | Templates | User Access

Create Export Declaration

Search HS8 Code By

() Code () Description
[¥] Whole words [ All Inclusive (and)

Search for

lactose anhydrous

Show 10 ¢ entries

m Select a Lookup

Filter

HS8 Code Unit of measure Description Action
1702.11.00 KGM Lactose and lactose syrup, containing == 99% lactose, as anhydrous lactose Select
Showing 1 to 1 of 1 entries I

< Back
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Commodity Entry: HS Commodity Code Search

Create Export Declaration

Search H58 Cods By
@ Code () Description

Whole words || All Inclusive (and)

Search for
4403
m Select a Lookup
Show b Filter
d f measure Descripton ~ Action
4402.11.10 MTR Poles f tel/ lines, coni , treat w paint/stains/creosote/ete Select

Following a successful search operation,

click the Select button to transfer the chosen
Canadian Export Classification code entry to
the Create Export Declaration — Commodity

page.

PROTECTION - SERVICE - INTEGRITY

Commadity 001

All fields are mandatory unless otherwise specified.

HS Commodity cade ©
4403.11.10

Official Description

paint/stains/creosote/etc

Your Description ©

Conveyance ID Number ©

Others.

Quantity @ Unit of measure ©

Use the above information to (8= S e S BN

Poles f tel/telegraph/elec lines, coniferous, treat w

Metre &
Value FOB paint of exit ©
Origin
ccccc ry @ Province @
— Select Country — [v] -- Select Province — |
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Commodity Entry: HS Commodity Code Search

Note:

The Create Export Declaration page
will retrieve and display a Statistics o

Canada — Export Classification system

description of goods that is associated e

with the HS Commodity code entry. mm;&o

(This information is displayed within 4403.11.10 Go to search screen
the “Official Description” field.) The ooies F ool seorohales e comTarmereaT
reporter is required to assign his/her FEITRE B SR e

own description of the commercial Vour Deserition ©

goods within the “Your Description”

field.
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Create Export Declaration: Other Export Details Tab

Create Export Declaration
Exporter Mame: ABC Company I
Exporter Business NMumber: 123455733 RMODI
All fields are mandatory unless otherwise specified.

g ——
Exporter | Consignee | Service Provider | Certifier | Commodits | L] C stoms Details

Mode of Transport

Mode of Transport @
- Select Mode Of Transport - [¥]

Place of Exit

Province @ Customs Office @

« Select the Other Export g et
Details tab to begin entering
miscellaneous information carer e
regarding the commercial Camrcaie® s egd e O
export movement )

Are the goods containerized? @ () Yes @ Mo

Container Number(s): (If entering multiple Container Numbers, separate
with commas or select the Enter key after each Container Numbe:

Exporter || Consignee | Service Provider | Certifier | Commodity |[[uiaa=t il o i | Customs Details

Complete all mandatory fields within the tabs above,

Check for Errors = Save and Continue  Save and Finish Later  Submit to the CBSA
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Other Export Details Tab: Reporting Containerized Goods

Note: To enter information regarding e the dpode contenerzedt @ @ ves e
containerized goods: With commas or slectthe Enter Koy ater coch Container umiber, &
TESX1
(i) Select radio button option “Yes” for “Are the goods
controlled?”
Container type @
-- Select Container Type —
(i) If the goods are being stored in one or more
standard transport containers, then enter the
applicable Container Number(s) if known. Are the goods containerized? @ ® Yes () No
Otherwise, use the Container type drop-down menu e Somena o S5t th ke Key s $2ch Comtaines umipoh O

to specify “To be determined” or to supply information
regarding the applicable container storage (e.g. “Bulk’;
“Less than Container Load”)

- Select Container Type —
Break Bulk

Heavy Lift
Less than Container Load
Oversize Cargo
RORO
mpl_1 0 De determined
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Other Export Details Tab: Reporting Containerized Goods

If the applicable Container Number(s) are not known to the reporter at the time of
completing the advance (original) export declaration submission, it is acceptable for the
reporter to leave the Container Number(s) field empty and assign the Container type

drop-down menu setting “To be determined”.

» When this action is performed, the reporter is obligated to amend the export
declaration once he/she receives information regarding the applicable Container

Number(s).

Are the goods containerized? @ (@) Yes () No

Container Number(s): If entering multiple Container Numbers, separate
with commas or select the Enter key after each Container Number. @

( -- Select Container Type --

Are the goods containerized? @ @ Yes (O No

Container Number(s): If entering multiple Container Numbers, separate
with commas or select the Enter key after each Container Number. @

Container type @
To be determined v

m“;pe o \

X ™

In the near future, please amend this document to specify the applicable Container Mumber({s)
or container type
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Other Export Details Tab: Reporting Containerized Goods

Note that by design, the CERS Export

Declaration page will not permit users to specify Are the goads contsinertzef2 @ [ ves O Me

Contal ner N u m ber(S) and a Contal ner type CQntainer Number(s): If entering multiple Container Numbem, separate
. with commas or select the Enter key after each Container Number.

selection: TESX1

* Once the reporter enters data into the
Container Number(s) field, the Container
type drop-down menu will become disabled

Container type @
-- Select Container Type -

» Once the reporter applies a setting to the

Are the goods containerized? @ @® Yes () No
Container type drop-down menu, the _ o _
. . . CQntalner Number(s): If entering multiple Container Numbem, separate
CO ntal ner N um ber(s) fleld Wi ” beCO me with commas or select the Enter key after each Container Number. @

disabled

Container type @
Bulk ~
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Create Export Declaration: Customs Details Tab

Create Export Declaration

Exporter MNamms: cC pamy Ine.
Exporter Business Mumber: 12345S7ESRMO00

All fields are mandatory unless otherwise specified.

Exporter | Consignee | Service Provider | Certifier | Commeodity | Other Export Detail: .

Are the goods controlled? @ () Yes @ Mo

Export Permit Number(s): (If entering ltiple permi ik p
with commas or select the Enter key after each permlt number ) [+]

« Select the Customs Details
tab to begin entering customs
information regarding the —
outbound commercial goods et oo i © @ Yer O o

If no, reason for export &
— Select Export Reason — v

Packages

Number of packages @ Kind of package(s) ©@

Other

Country of final destination @ Date of exportation: @
— Select Country — [v|

Exporter | Consignee | Service Provider | Certifier | Commodity | Other Export Details

Complete all mandatory fields within the tabs above,

Check for Errors  Save and Continue  Save and Finish Later  Submit to the CBSA
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Certain data entries (e.qg. ———

Exportar Ma me: ABC Company Inc.

Exporter name and address) e ey e e | |
can be saved to a Lookup — .

record so that this information P
can be retrieved and assigned e
to subsequent new Export et

ABC Exporter Company

Declarations. e

«  Within the Create Export S —

Declaration page, click the o o
Create ... Lookup button to e eoe® R e
create a new Lookup record et i ©

Your new Expartar Lockup kas been crested.

A

Use the above infonnaﬁ
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Create Export Declaration: Lookup Feature

To apply an existing Lookup to a new (draft) Export Document:

» Click the “Select a Lookup” button; and
« Select one of the existing Lookup records then click Select.

Bulletins JESGHE LTSN ] Loockups | Templates | User Access

Create Export Declaration

Exporter MName: C G pany !
Exporter Business Number: 1234557 EaRMO00

All fields are mandatory unless otherwise specified.

Exporter | Consignee | Service Provider JELGTIE] Commodity | Other Export Details | Customs Details

Lookup Name @

Mandatory if creating a lookup

Certifier Name @
GINIETOH | Export Documents | [T TR IREE0 0 Bl VS F Yaa=t0
Company Name © Select a Certifier Lookup

Street Address © Show ™ ¢ entries Filter
Select Lookup Name — Address City Province/State
i@l Certifier John Smith 789 Main Street Hamilton Ontario
GENERIC CERTIFIER CERTIFIER STREET X... CERTIFIER CITY XXX... Ontario
Manny's Certifier ... CERTIFIER STREET X... CERTIFIER CITY XXX... Ontario

Showing 1 to 3 of 3 entries

m Cancel
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Create Export Declaration: Lookup Feature

Result: CERS will automatically
transfer the Lookup record’s business | mrmmrrr—

Exporter Name: BC Company Inc.

data entries to the new (draft) EXport || S s zssroammooe

All fields are mandatory unless otherwise specified.

D 0 C u m e nt Consignee | Service Provider JE T Ml Commodity | Other Export Details | Customs Details
]

Lookup Name @

Certifier John Smith Selecta Lookup

Mandatory if creating a lookup
Certifier Name @
John smith

Bulletins | Export Documents |EGINTEE] Templates | User Access
Company Name @

Certifier Lookup Details Certifier Company Name
Lookup Name Street Address @
Certifier John smith 789 Main Street
Company name City @
Certifier Company Name Hamilton
Certifier name Country ©
John Smith
Canada ﬂ

Street Address

789 Main Street Province/State @

city Ontario |
Hamilton Postal/Zip Code ©@

Country L&eT 2M2

Canada Telephone Number @ Telephone Extension @

Province/State
Ontario

(905)458-6568

Fax Number ©
Postal /Zip Code
L6T 2M2

Email Address @
Telephone Number Telephone Extension

john.smith@certifiercompany.com
(905)458-6568 ) @ pany

Fax Number Use the above information to e Sn Sy e S FEEY

Email Address Exporter | Consignee | Service Provider |Eoyiiit= 8l Commodity | Other Export Details | Customs Details
john.smith@certifiercompany.com Complete all mandatory fields within the tabs above.
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Create Export Declaration: Help Icon

Within the Create Export Declaration page, a user can click a Help icon
( ® ) to obtain more information regarding a certain data field.

Bulletins |[ENPRTTERN | | ookups | Templates | User Access |

Create Export Declaration

Exprter Marmes: ABC Cor v |
Exporter Business Murmber: 122 4SSTEIFRMOD0T

All fields are y unless

Business Number Authorized ID
129260675RM0009 WQ6776
Lookup Name @

ABC Exporter Company

Mangatary f erealing & loskug
Are parties related? @
O ves
@ Mo

Exporter Name @
ABC Exporter Company

st & Exporter Reference Number(s)

123 Queen Street

City @

Ottawa Enter the exporter's internal reference number that will be used to trace the shipment - usually an invoice or purchase order number.
c;::;:;o = More than one exporter reference number can be entered in the field. Separate with commas or select the Enter key after each Reference Number.
Province/State @

Ontario

Postal/Zip Code ©
K2P 0X5

Telephone Number (optional) @ Telephone
(613)608-8972 e

Fax Number (optional) @

Exporter Reference Number(s) (nplin
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Create Export Declaration: Check for Errors Feature

Bulletins IRt Lookups | Templates | u:
C

Exporter Name: ABC Exporter Company
Exporter Business Number: 123456789RM0001

Al fields are mandatory unless otherwise specified.

nsign.

Business Number Authorization ID
123456789RM0001 WQ&776

Lookup Name @

Within the Create Export e
Declaration page, a user can
click the Check for Errors

button (located at the bottom

of the screen) to have CERS .
identify any business data s

validation errors present in IR

the various sections. —

Complete ll mandatory fields with
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Create Export Declaration: Check for Errors Feature

GINIE T | Export Documents | T TR G TS Bl QSN YaldTH

Examples:

o Missing mandatory
data entry

o A Canadian or US
address has been
assigned an
invalid Postal/ZIP
code format

Create Export Declaration

© Your Export Document has 2 error(s). All errors must be corrected before submitting it to the CBSA.
Errors 1 -2 of 2

Exporter Name: ABC Exporter Company
Exporter Business Number: 123456789RM0001

All fields are mandatory unless otherwise specified.

r | Commodity | Other Export Details | Customs Details

Consignee | Service Provider

Business Number Authorization ID
123456789RM0001 wQ6e776

Lookup Name @
Select a Lookup

Mandztory if creating a lookup
Are parties related? @
) Yes
@® No

Exporter Name @

This field is mandatory.
Street Address @
123 QUEEN STREET
City @
OTTAWA
Country ©@
Canada |

Province/State @
Ontario v

Postal/2ip Code @

(111111 |
This field is invalid.
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Create Export Declaration: Save Features

Within the Create Export Declaration page, a user can click one of two
buttons to save the current, work-in-progress version of the Export
Declaration as a new, “draft” Export Document:

 Click Save and Continue to

remain within the Create Export

Declaration page

» Click Save and Finish Later to
exit the Create Export
Declaration page

PROTECTION - SERVICE - INTEGRITY

Save and Continue

Your Export Document has been zaved.

Save and Finish Later

Save and Finish Later

Vour Export Document has been saved to the Draft Documents section of this Business Account.

Note: You may save an additional 95 Draft Export Documents for this Business Account.
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Create new Export Declaration: Submit to the CBSA

Within the Create Export Declaration page, a user can click the Submit
to the CBSA button to have CERS transmit the Export Declaration to the
Canada Border Services Agency.

» Following a successful submission, CERS
Portal will display a confirmation page
identifying the date/time of submission and
the Proof of Report Number that was e
assigned to the submitted Export ez scer IR
D ec | ar at| on Home > Business ACount= 2 ABC Company Inc. (123456789RM0001

Export Documents Lookups | Templates
Submitted to the CBSA

Your Export Declaration has been submitted to the CBSA.

Submit to the CBSA

|

Submit to the CBSA Proof of Report: WQ6776201908302238
Please verify the information below is comect: Submitted Date/Time: 2019-08-30 19:14
Date of exportation: 2019-08-31

s . .
Are you sure you want to submit your Export Declaration? Print/Download Document (Select to view PDF size)

Use submitted Export Declaration information to create Export Document template

0K
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Print/Download a Submitted Export Document (PDF)

Within the Submitted to the CBSA (confirmation) page, a user can
click the Print/Download Document link to access a PDF file
containing a printable version of the submitted Export Document.

CERS Portal

Business Accounts My Profile

Home » Businaess Accounts 3 ABC Company Inc. (123456789RM0001

m SOGLI LTI ] Lookups | Templates | User Access
Submitted to the CBSA
Your Export Declaration has been submitted to the CBSA.

Proof of Report: WQ6776201908302238
Submitted Date/Time: 2019-08-20 192:14

< Print/Download Document (Select to view PD@ ‘ Do you want to open or save ExportDeclaration.pdf (1.03 ME] from apps-ho1.cbsa-asfc.gc.ca? Open Save |T

Use submitted Export Declaration information to create Export Document template

PROTECTION - SERVICE - INTEGRITY

74




o
5 (0) N

Print/Download a Submitted Export Document (PDF)

Sample CERS Export
Declaration printout
(PDF file):

™ ExportDeclaration.pdf - Adobe Acrobat Reader DC
File Edit View Window Help

'] Canada Bowdsr  Agarca des sanvicss
Srvices Agency  frontaiecs du Canacs

Home Tools Document = Q ©® |12 e

CERS EXPORT DECLARATION
DECLARATION D'EXPORTATION SCDE

Proct of report no - No de la preuve de dédaration
WOE776201908182905

Sure l'exportateur (y compris les non-résidents)

Autharization ID - Numéro d-autorisation
was77e

[aresss-woare [Jvonem
Exporter i (includes i
Business number - Numéro d'enbprise
123456789RM0001

Name - Nom

EXPORTER NAME

Ere parties Related? - Les parbes sont-slles [6s?
(" Yes-Qui (@ No-MNon

Street address - Address de rue
EXPORTER STREET

ty-Vile
QTTAWA

Province/state, country - Provinee/Etat, pays
Ontaric Canada

PostalZip code - Code postaliZIP
KIP2ES

Telephone Number - Numéro de téléghone  Extension
(613)008-8872

Fax Number - Numéro de télécopieur

Reference Numbers - Muméro de reférence
EXF REF NUMESR

c ion - i surle

final

Name - Nom
CONSIGNEE NAME

Street address - Address de rue
CONSIGNEE STREET

City - Vile
CONSIGNEE CITY

Couniry- Pays
Canada

Provincelstate - Province/état

Service Provider i - i sur le

Senvice Provider Name - Nom du fournisseure de service

de service

Authorization ID - No d'autorization

Street address - Address de rue

City - Vile

Province/state, country - Provinoe/Etat, pays

PostaliZip cods - Code postalZIP

Telephone Number - Numéro de t@léghone  Extension

Certifier Name - Nom du certificateur
CERTIFIER NAME

Certifier information - Renseignements sur le Certificateur

Company Name - Nom de lentreprise
CERTIFIER COMPANY

E-mai Address - Couriel
CERTFIER@HOTMAIL.COM

Sireet address - Address Oe roe
CERTIFIER STREET

City - Ville
CERTIFIER CITY

Provincalstate, country - Province/Etat, pays

FostaliZip code - Code postalZIP
OROXS

Ontario Canada
Telephone Number - Numéro de teléphone  Extension
(612)808-821

Fax Number - Numéro de t&copieur

Canadi
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Save a Submitted Export Document as a Template

Within the Submitted to the CBSA (confirmation) page, a user can click
the “Use submitted ... information to create Export Document
template” link to save the submitted Export Document’s business data
entries to a new Template record. This Template can be used in the
future to quickly create a new, draft Export Document.

Business Accounts My Profile

Home » Business Accounts  ABC Company Inc. (123456789RM0001

m Export Documents | T B W ETTo G ot [TEET O Volult=

Submitted to the CBSA

Your Export Declaration has been submitted to the CBSA.

Proof of Report: WQ6776201908302238
Submitted Date/Time: 2019-08-30 19:14

New Template Created x

A new Export Document Template has been created.

Print/Download Document {Select to view PDF size)

Use submitted Export Declaration information to create Export Document template

Export Document Template Name: | Declaration for Consignee X = x | Create Template [}
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5. Managing Submitted Export Documents

 Submitted Documents section
o Submitted Documents table
o Status History

o Search features (Filter textbox; Search Submitted Export
Documents button)

* Viewing a submitted Export Document
« Voiding a submitted Export Document
« Amending a submitted Export Document
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Export Documents: Submitted Documents Tab

Within the Export Documents section, select the Submitted Documents
tab to view a table identifying Export Declarations or Summary Reports
that were submitted to the CBSA.

* In addition to original
Export Document
submissions, this table
also contains entries for
amended and voided
documents

CERS Portal

Select Export Document Type:

Show | 1

Proof of Report
WQ6776201909162905

WQ6776201909162504

WQ6776201909132894

WQ6776201909132882

WQ6776201909062828

WQ6776201909062827

WQ6776201909062826

WQ6776201909062824

WQ6776201909062813

W0Q6776201509042308

Showing 1 to 10 of 16 entries

ABC Company Inc. (123456789RM0001

xport Declaration ™| Refresh

Date of exportation

2019-09-17

2019-09-16

2019-09-13

2019-09-05

2019-09-07

2019-09-04

2019-09-16 16:53

2019-09-16 16:42

2019-09-13 15:52

2019-09-06 11:55

2019-09-06 11:34

2019-09-04 12:00

Submitted Date/Time

Filter

PROTECTION - SERVICE - INTEGRITY

78



U ¢ .

Export Documents: Submitted Documents Tab

By default, the Submitted Documents section will display a list of
submitted Export Declarations. To view a list of submitted Summary
Reports, change the setting for the Export Document Type drop-down
menu then click the Refresh button.

IR export Documents
Export Document
(o NSO LNl Search Submitted Export Documents

Submitted Documents | JENLQUGET]
Select Export Document Typd, Summary Report ﬂ Refresh
Show 10 + entries Filter
Proof of Report Reporting Period v Submitted Date/Time Status
SUMG6519W0O6776201911 201911 2019-11-04 18:41 Original
SUMB519WQ6776201910 201910 2019-10-30 08:48 Original
SUMB519WO6776201509 201909 2019-09-26 18:16 Amended
SUMBS19WQ6776201508 201908 2019-09-04 17:43 Voided
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Export Documents: Submitted Documents Tab

The list of Submitted Documents will display up to 500 of the most recent
submissions completed within the past 180 days.

Bulletins JESGLLEWLTEITGTNIEE] Lookups | Templates | User Access

* If your Company Export Document
SU bmlts a Iarge Search Submitted Export Documents

n u m ber Of export Submitted Documents
d Ocu m e nts to th e Select Export Document Type: Export Declaration 'v| Refresh

Filter

Show 10 ~ entries
CBSA or needs to
Proof of Report Date of exportation Submitted Date/Time v Status
locate an older
WO6776201912085221 2019-12-08 2019-12-08 17:51 Original

deCIarat|On, use the WQ6776201912085220 2019-12-08 2019-12-08 17:51 Original
Searc h Su b m |tted WO6776201912085219 2019-12-08 2019-12-08 17:51 Original

WO6776201912085218 2019-12-08 2019-12-08 17:51 Original

Export Documents —
f I h WOQ6776201912085217 2019-12-08 2019-12-08 17:51 Original
eature to Ocate t e WO6776201912085216 2019-12-08 2019-12-08 17:51 Original

document based On itS WO06776201912085215 2019-12-08 2019-12-08 17:51 Original
EXpOrt Proof Of Report WO6776201912085214 2019-12-08 2019-12-08 17:51 Original

N u ber WO06776201912085213 2019-12-08 2019-12-08 17:51 Qriginal
WO6776201912085212 2019-12-08 2019-12-08 17:51 Original
Showing 1 to 10 of 500 entries 2 & 4 5 50 Next
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Submitted Documents: Status History

Within the Submitted Documents table, a user can click a Status link to
view the full “Status History” for an Export Document.

LB | Export Documents | JIEGTIAT

Templates | User Access

Lo L ST LA BT T Search Submitted Export Documents

Draft Documents Submitted Documents | JEITUIA LT

Select Export Document Type: Export DeC‘al’aﬁonﬂ Refresh

Show 10 * entries Filter

Proof of Report Date of exportation Submitted Date/Time - Status

WQ6776201909162905 2019-09-17 2019-09-16 16:53

WQ6776201909162904 2019-09-16 2019-09-16 16:42

W06776201909132894 2019-08-13 2019-09-13 16:07 Export Documents | TR (R

T S ABC Company o
Exporter Business Murmbar: 123455729 MO0
Document Type: Export Declaration

Proof of Report: WQ6776201909162905

Show 10 + entries
Submitted Date/Time
2019-09-16 16:53 Voided
2019-09-16 16:50 Amended
2019-09-16 16:43 Original

Showing 1 to 3 of 3 entries

< Back
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Status History

The Status History page will display information regarding past
reporting events, such as:

o (Original submission)
The date/time when the
Export Document was first

CERS Portal

submitted to the CBSA
o The date/time when the Emensr Bame A ST I e ranconn
Expo rt DOC u m e nt WaS Proof of Report: WQ6776201909162905
Amended (i.e. New Shou v s
version submitted to the e | s
CBSA) e
o The date/time when the -
Export Document was

Voided (i.e. Cancellation
request)
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Submitted Documents: Search Features

Search Feature 1:

Within the Submitted Documents tab, a user can enter data into the Filter text box
to prompt CERS to display only those Export Documents possessing a particular

entry value for Proof of Report Number, Date of exportation, Submission
date/time, and/or Status.

CERS Portal

Business Accoun ts My Profile

Show 10 %  entries

Proof of Report

WQ6776201909162905

WQ6776201909162904

WQ6776201909132894

WQ6776201909132892

WQ6776201909062828

WQ6776201909062827

Draft Documents Submitted Documents | JITUIMGEY]

Select Export Document Type: Export DGC‘EFEIiOHﬂ Refresh

Date of exportation

2019-09-17

2019-09-16

2019-09-13

2019-09-13

2019-09-05

2019-09-05

Submitted Date/Time

2019-09-16 16:53

2019-09-16 16:42

2019-09-13 16:07

2019-09-13 15:52

2019-09-06 11:56

2019-09-06 11:55

Voides

=N

us>
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Submitted Documents: Search Features

« Filter Example: Export Proof of Report contains “201908”

Business Accounts My Profile

Home » Business Accounts 3 ABC Company Inc. (123456789RM0001
John Smith [URM: MO3547333)

CERS Portal Help and Support | Log out

| Bulletins [IENRA L oh] Lookups | Templates | user Access

Export Document

Search Submitted Export Documents
Submitted Documents
Select Export Document Type: Export Declaration|™v| Refrash
Show 10 $  entries Filter 201908
Proof of Report Date of exportation Submitted Date/Time v Status

WQ6776201908302241 2019-08-30 2019-08-30 19:54 Original
WQ6776201908302239 2019-08-31 2019-08-30 19:43 Original
WQ6776201908302237 2019-08-320 2019-08-30 19:37 Amended
WQ6776201908302238 2019-08-31 2019-08-30 19:31 Voided
WQ06776201908282192 2019-08-28 2019-08-30 14:21 Amended

Showing 1 to 5 of 5 entries (filtered from 16 total entries) -
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Submitted Documents: Search Features

« Filter Example: Date of Exportation contains “2019-08”

Business Accounts My Profile

Home > Business Accounts 3 Apc Company Inc. (123456789RM0001

John Smith  (URMN: MO547333)
CERS Portal Help and Support @ | Log out

m Export Documents |GTTTERN BTG GO TR Tt

Export Document

Search Submitted Export Documents
Submitted Documents
Select Export Document Type: Export Declaration|™v| Refresh
Show 10 $  entries Filter | 2019-08 x
Proof of Report Date of exportation Submitted Date/Time v Status

WO6776201908302241 2019-08-30 2019-08-30 19:54 Original
WQ6776201908302239 2019-08-31 2019-08-30 19:43 Original
WQ6776201908302237 2019-08-320 2019-08-320 19:37 Amended
WQ6776201908302238 2019-08-31 2019-08-30 19:31 Voided
WQ6776201908282192 2019-08-28 2019-08-320 14:21 Amended

Showing 1 to 5 of 5 entries (filtered from 16 total entries)
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Submitted Documents: Search Features

Note that the Filter feature will perform a keyword search among all
four fields.

« Example: When performing a keyword search for “06”, CERS found the following
results:

1) One Export Document in
which the Proof of
Report Number contains

& 0 6 » Select Export Document Type: Export Declaration V| Refresh

m Export Documents | JIRGCTVER i TV ETCTR) IVETS @ CC
Export Document

(RN G AL Search Submitted Export Documents

Draft Documents Submitted Documents | T[T LT

Show 10 + entries Filter | 06 x

Proof of Report Date of exportation Submitted Date/Time v Status

2)

Five Export Documents

WQ6776201909162906 2019-08-16 2019-09-16 17:24 original

i n Wh iC h th e S u b m itted WQ6776201909062828 2019-09-05 2019-09-06 11:56 original

. ] “ ” WQ6776201909062827 2019-09-05 2019-09-06 11:55 original

Date/TI me Contal nS 06 WQ6776201909062826 2019-09-05 2019-09-06 11:55 original
WQ6776201909062824 2019-08-07 2019-09-06 11:34 Amended

WQ6776201909062813 2019-08-13 2019-09-06 09:43 original

3) One Export Document In WQ6776201909032275 2019-09-06 2019-09-03 10:08 original

which the Date of
Exportation contains “06”

Showing 1 to 7 of 7 entries (filtered from 18 total entries)

PROTECTION - SERVICE - INTEGRITY
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Submitted Documents: Search Features

Search Feature 2:

Within the Submitted Documents tab, a user can click the Search Submitted
Export Documents button to initiate a precise search for a particular Export
Declaration or Summary Report possessing a certain Proof of Report Number.

Show 10 ¢ entries

WOQ6776201908302238 2019-08-31

WQ6776201908302237 2019-08-30

WOQ6776201908282192 2019-08-28

Showing 1 to 3 of 3 entries

Select Export Document Type Export Declaration|v| g y

Proof of Report Dd

nnnnnn

Export Declaration

Proof of Report
WQ6776201908282192|

Submitted Date/Time: 2019-08-30 14:21
Status: Amended

Business Number

123456789RM0001

ifier | Commodity | Other Export Details | Customs Details

Authorized 1D
WQ6E776

PROTECTION - SERVICE - INTEGRITY
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Search Feature 2:
Note regarding CAED Proof of Report Number

CBSA has migrated CAED export declaration submissions completed from
December 1, 2017 to present day to CERS Portal.

The Search Submitted Export
Documents feature can be used
to retrieve and view a CAED
export document

A user has the ability to void a
CAED export document,
provided it had been submitted
within the past 90 days

Export Documents Lookups | Templates | User Access

View Submitted Export Declaration

Exporter Name: ABC EXPORTERS INC
Exporter Business Number: 123456789RM0001
Proof of Report: 05X222SC12342019-12-00006
Submitted Date/Time: 2019-12-20 16:19

Status: Amended

Commaodity | Other Export Details | Customs Details

Business Number Authorization ID
123456789RM0O00L 5C1234

Exporter Name
ABC EXPORTERS INC

Street Address
123 Main Street

City
Ottawa

Country
Canada

Ontario

Postal/Zip Code
K2P0X5

Telephone Number Telephone Extension
(613) 608-8972

Fax Number

Exporter Reference Number(s)

G M|l Consignee | Service Provider ertifier | Commodity | Other Export Details | Customs Details

Print/Download Document (Select to view PDF size)

Void < Back
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Search Feature 2:
Note regarding CAED Proof of Report Number

Within CBSA's IT systems, the CAED Proof of Report Number gets re-formatted in
the following manner:

I.  Ahyphen (-) is added to the end of the YEAR component
ii. Ahyphen (-) is added to the end of the MONTH component

Example:

CAED Proof of Report Number 05X2225C123420191200006 is stored
within CBSA's IT systems as 05X2225C12342019-12-00006
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Search Feature 2:

Note regarding CAED Proof of Report Number

When using the Search Submitted Export Documents page, make sure to
enter the CAED Export Proof of Report Number using CBSA's formatting
convention (i.e. Add hyphens to the end of the YEAR and MONTH components).

Bulletins JESTNLLG AV e8] Lookups | Templates | User Access I

Export Document
(oI CES a0 d Search Submitted Export Documents

Draft Documents I Submitted Documents l Bulk Upload

Select Export Document Type: Export Declaration ﬂ Refresh

Show 10 = | entries
Proof of Report Date of exportation Submitted Date/T)
WOb6776202001065301 2015-12-16 2020-01-06 08:27

Bulletins Export Documents Lookups | Templates User Access
Example:
Conduct a search for CAED Document Type
Proof of Report Number Expot Dectreton -
05X222SC12342019-12-00006 eassacta 3015 12 00005 %

m Cancel
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View Submitted Export Document

Within the Submitted Documents tab, a user can click a Proof of
Report link in order to view the information included in the submitted
Export Document.

Business Accounts Profile

Home » Business Accounts » ABC Company Inc. (123456789RMO0001)

Templates | User Access

Business Accounts My Profile

Home » Business Accounts 3

ABC Company Inc. (123456789RM0001)
CERS Bof Cxporter Mame: CUEC Company o
Exporter Business Mumiber: 12345ETEIRMO0CT

Bulletins |ESUHLGEIGWITIENEE] Lookups | Templates | User Access Proof of Report: WQ6776201908202238
Submitted Date/Time: 2019-08-30 19:14
Status: Original

o CEI N ST ATl Search Submitted Export Documents
[SOLLGTE] Consignee | Service Provider Commodity | Other Export Details

Draft Documents Submitted Documents | JEITUYINIGES]

Export Document

Business Number Authorized ID
Select Export Document Type Export Declaration ¥| Refresh 129260675RM0009 WQ6776
Show 10 s entries Filter An  123456789RM0001
No

f Report Date of exportation Submitted Date/Time

Exporter Name

1‘ WOQ6776201908302238 2019-08-31 19-08-30 19:14 ABC Exporter Company
WOQG6776201908302237 2019-08-30 019-08-30 14:36 Street Address
WOQ6776201908282192 2019-08-28 2019-08-30 14:21 123 Queen Street

City
Showing 1 to 3 of 3 entries
. Ottawa
Country
Canada

Province/State

Ontario

Postal/Zip Code
K2POX5
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View Submitted Export Document

While viewing a
submitted export
document, a user
can click a
Print/Download
link in order to
view the document
within a PDF file.

NE Y | Export Documents okups | Te

tes | User Access I

View Submitted Export Declaration

Exporter Name: ABC Company Inc.

Exporter Business Number: 123456789RM0001
Proof of Report: WQ6776201908302238
Submitted Date/Time: 2019-08-30 19:31
Status: Original

|3 LTl Consignee | Service Provider | Certifier

Business Number

123456789RM0001 WQe776

Are parties related?
No

Exporter Name
ABC Exporter Company

Street Address
123 Queen Street

City
Ottawa

Country
Canada

Province/State
Ontario

Postal/Zip Code
K2POX5

Telephone Number

(613)608-8972

Fax Number

Exporter Reference Number(s)

[NLLTTEI Consignee | Service Provider

Com|

Authorization IDj

Telephone Extenj

Certifier | Comm-=_

Print/Download Document {Select to view PDF size)

= ExportDeclaration pdf - Adobe Acrobat Reader 2017
File Edit View Window Help

Home Tools ExportDeclaration.p... %

B8 = Q @ 2 M O OB

Ganada Border  Agance des services
vl SRS, IOITUE

[Coint [hmenies woste  [Juoid-nat

BBEBE T

(SI%

CERS EXPORT DECLARATION
DECLARATION D'EXPORTATION SCDE

Proof of Report - Preuve de déclaration

WQB776201908302228

Exporter Information - Renseignements sur 'exportateur

Business number - Numére d'entrprise
123456789RM0001

Authorizatien 1D - 1d d'autorisation
WQ6776

Exporter Name - Nom de lexportateur
ABC Exporter Company

Are parties related? - Les parties sont-elles liées?
C Yes-Oui @ No-Non

Street Address - Adresse
123 Queen Street

City - Ville
Ottawa

Province/State, Country - Province/Etat, Pays
Ontario Canada

PostaliZip code - Code postaliZIP
K2POXS

Telephone Number - Numéro de téléphone
(613)608-8972

Telephone Extension/Numéro de Poste

Fax Number - NUméro de télécopieur

Exporter Reference Number(s) - Numéro de référence de I'exportateur

C i - sur le
Consignee Name - Nom du destinataire
Consignee Company XYZ

Street Address - Adresse
456 King Street

City - Ville
Lenavre

Country- Pays
France

Province/State - Province/Etat

Service Provider Information - Renseignements sur le fournisseur de services
Service Provider Name - Nom du fournisseur de services

Authorization ID - Id d'autorisation

Street Address - Adresse

City - Ville

Il cpeooTo ! rustoms Deta

S
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When viewing a submitted Export

ABEC Compamny o

Document, a user could choose to S

Status: Original

initiate a follow-up reporting action:

Business Number Authorized 1D
123456789RM000L WQs776

Are parties related?

No

Exporter Name

° A user Could Submlt an updated EXPORTER NAME

Street Address
EXPORTER STREET

version of the Export Document to i

OTTAWA

the CBSA (Amend); or

Canada

Ontario

Postal/Zip Code
K2P2E6

« A user could submit a cancellation etephone Exension

(613)608-8972

request to the CBSA (Void).

Exporter Reference Number(s)

EXP REF NUMBER
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Amending an Export Document

A user can submit an Amend request to provide the CBSA with an
updated version of an existing Export Document.

* When viewing a submitted Export Document, click the Amend button to have
CERS display an editable version of the document

Business Accounts My le

Home » Business Accounts »

ABC Company Inc. (123456789RM0001

T P | Export Documents okups | Templates

View Submitted Export Declaration

Exporber Mammes: ABC Company Ino.
Exporter Bussness Numibers

" 123ASESTESIRMO0TT
Proof of Report: WQ6776201908302237

Submitted Date/Time: 2019-08-20 14:56

Status: Original

Consignee | Service Provider | Certifier | Commodity | Other Export Details

Business Number
129260675RM0009

Authorized 1D
WQ6776

Are parties related?
No

Exporter Name

EXPORTER NAME

PO E0 0000000008000 00000.0.0800600000000000000 0000000004
XXX70

Customs Details

5 Export Documents Lookups

Amend Export Declaration

Exporter name: WBC Company Inc.

Exporter Business Mumber: 12Z4SETSIRMOOT 1
Proof of Report: WQ6776201908302237

Submitted Date/Time: 2019-08-30 14:56

Status: Original

All fields are mandatory unless otherwise specified.

Business Number

129260675RM0009

Authorized ID
WQ6776

Lookup Name @

Mandatory if creating a lookup
Are parties related? @
() Yes
(® No
Exporter Name @
MODIFIED EXPORTER NAME X

LTl ] Consignee | Service Provider | Certifier | Commodity | Other Export Details | Customs Details

Exporter | ReGUESTTTY:Y

Complete all mandatory fields within the tabs above.

Check for Errors  Resubmit to CBSA

Print/Download Document (Select to view PDF size) Cancel

Commedity | Other Export Details | Customs Det:
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Amending an Export Document

Note: When submitting an amended Export Document to the CBSA, the user
will be required to select an Amendment Reason to specify why it was
necessary to update the existing Export Document.

GNPl | Export Documents | UL o BREE GCag IULEETE Tetet

Select Reason For Amendment

MNote: When submitting an amendment, you must select only one reason for the amendment. The amendments are listed in order of priority. When more than one reason applies
to a single amendment, use only the reason that is closest to the top of the list below.

Select Amend Reason
Addition of or change in export permit/licence/certificate number
Change in carrier and/or cargo control number
Change in country of final destination and/or ultimate consignee information
Change in date of export
Change in description of goods (including quantity, country of origin, value, HS code)
Change in line items within the declaration (addition or removal of line items)
Change in place of export

Goods no longer being exported from Canada
Reason not listed above
m SOLL TN EE] Lookups | Templates | User Access

m cancel Resubmit to CBSA

Your Export Declaration has been submitted to the CBSA.

Proof of Report: WQ6776201908302237
Submitted Date/Time: 2019-08-30 19:37

Print/Download Document (Select to view PDF size)
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Amending an Export Document

From the Submitted Documents section, a user can access the Status
History page to confirm that a particular Export Document has been

amended.

Bulletins |ESGHLEILTOENEE] Lookups | Templates | User Access
Export Document

LRGN ST L T Search Submitted Export Documents

Draft Documents Submitted Documents | JEITCEIGET]

Select Export Document Type Export Dec‘af'at\onﬂ Refresh

Show 10 $  entries Filter
Proof of Report Date of exportation Submitted Date/Time - Status
WO06776201908302239 2019-08-31 2019-08-20 19:43 Oriainal
WO06776201908302237 2019-08-30 2019-08-30 19:37 Amended

Bulletins Export Documents Lookups | Templates | User Access
Status History

Exportar name:  ABC Company Inc. )
Exporter Business Numbers 1234557380001

Document Type: Export Declaration
Proof of Report: WQ6776201908302237

Show 10 < entries

Submitted Date/Time Status

2019-08-30 19:37 Amended
2019-08-30 14:56 Original

Showing 1 to 2 of 2 entries

< Back
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Voiding an Export Document

A user can submit a Void request to have the CBSA cancel/void an
existing Export Document submission.

* Note: As per Memorandum D20-1-1 (Exporter Reporting), the exporter is liable
for ensuring that commercial goods being exported from Canada are reported
to the CBSA within prescribed timeframes. An Export Document should only
be voided for the purposes of correcting a reporting error.

Void

Note: Are you sure you want to void this Export Declaration submission?
Proof of Report: WQG776201908302238

m_l Export Documents r Access
Request to Void Sent

A request to void the submitted Export Declaration has been sent.

Please note that since you have voided your original declaration, it is essential that you review the Status History for this transaction to see important
information regarding your submission.

Proof of Report: WQ6776201908302238
Request Date/Time: 2019-08-30 19:31
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Voiding an Export Document

From the Submitted Documents section, a user can access the Status

History page to confirm that a particular Export Document has been
voided.

Bulletins [ LAl Lookups

es | User Access

Draft Documents Submitted Documents | [T JIVGET

Export Document

RSO L AT BNl Search Submitted Export Documents

Select Export Document Type Export Declarat\onﬂ Refresh

Show 10 % entries

proof of Report Date of exportation
WQ6776201908302238

2019-08-31
WOQ6776201908302237 2019-08-30
WOQ6776201908282192 2019-08-28

Showing 1 to 3 of 3 entries

Filter

Submitted Date/Time

- Status

2019-08-30 19:31
2019-08-30 14:56

2019-08-30 14:21

Business Accounts -~ My Profile

ABC Company Inc. (1.

8456789RM0001

Bulletins

Export Docum:

IH Lookups ; Templates

User Access
Status History

Exporter Mame:

ABC Company Inc.
Exporter Business Number:

123455FESRMOD0T
Document Type: Export Declaration
Proof of Report: WQ6776201908302238

Show 10 % entries

Submitted Date/Time
2019-08-30 19:31

2016-08-30 19:14

Showing 1 to 2 of 2 entries

M

CERS Portal Help =

Voided

Original

Status
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6. Managing Draft Export Documents

» Draft Documents section
« Deleting a draft Export Document
« Updating a draft Export Document
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Draft Documents Section

The Draft Documents tab acts as the storage location for all draft Export
Documents (i.e. Export Declarations and Summary Reports).

* When creating a new Export Document in CERS, a user can click the “Save and

Continue” or “Save and Exit” button to have the current, work-in-progress version
of the document saved to the CERS Business Account’s Draft Documents tab

m Export Documents Lookups | Templates User Access

Filter

Action

Delete

Delete

Delete

Delete

Export Documents
Create Export Document
Draft Documents i ed Do
Note: ay save an additional 96 Draft Export Documents for this Business Account.
Show 10 + entries
Draft Document Name Document Type Saved Date/Time
FAQG2895-20190830 Export Declaration 2019-08-30 15:15
FAO062895-20190830 Export Declaration 2019-08-30 15:14
MO547939-20190828 Export Declaration 2019-08-28 11:07
MO547939-201981 Summary Report 2019-08-01 17:54
Showing 1 to 4 of 4 entries
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Deleting a Draft Export Document

Within the Draft Documents tab, a user can click a Delete button to
permanently remove a draft Export Document from the CERS Business

Account.

Business Accounts My Profile

Home » Business Accounts 3
ABC Company Inc. (123456789RM0001 John Smith (urn: Mos47533)
CERS Portal Help snd Support | Log out

Bulletins |ESGUIGReTST O ENIEN] Lookups | Templates | User Access

Export Documents
Create Export Document
[V el NS ] Submitted Documents | Bulk Upload
MNote: You may save an additional 96 Draft Export Documents for this Business Account.
Show 10 +  entries Filter
Draft Document Name Document Type Saved Date/Time v Action
EAQ62895-20190830 Export Declaration 2019-08-30 15:15
FA062895-20190830 Export Declaration 2019-08-30 15:14 Delete
M0547939-20190828 Export Declaration 2019-08-28 11:07 Delete
MO0547939-201981 Summary Report 2019-08-01 17:54 Delete
Showing 1 to 4 of 4 entries
Delete Draft Export Document
Are you sure you want to permanently delete this Draft Export Document?
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Resuming Work on a Draft Export Document

Within the Draft Documents section, a user can click a Draft Document Name link

to have CERS display the chosen document within a Create Export Document

page.

« The user will be able to resume assigning business data entries to the draft Export
Document. Once completed, the draft document could then be submitted to the CBSA.

Export Documents Lookups | Templates
Export Documents

Create Export Documen t

Bulk Upload

Business Number Authorized 1D
Note: You may save an additional 97 Draft Export Documents for this Business Account. 129260675RM0009 WQG6776
Show 10 3 entries Lookup Name @

Mandatory if creating a lookup

ft Document t Name Document Type
Are parties related? @
{‘ FA062895-2019083! Export Declaration
\ T) Yes
s Mo

Certifier | Commodity | Other Export Details

Complete all mandatory fields within the tabs above.

Check for Errors Save and Continue Save and Finish Later  Submit to the CBSA

Print/Download Document (Select to view PDF size) pelete... Cancel

PROTECTION - SERVICE - INTEGRITY 102



N () N
/. Managing Lookups

« Lookups section

* Lookup records
o Trade Chain Partners, HS Codes, Summary Report Lines

* Viewing, Deleting, and Editing Lookup records
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Lookups Section
The Lookups tab acts as the storage location for all Lookup records.

« When creating a new (draft) Export Document, a user has the option of
saving certain business data entries as a “Lookup” record so that the

information can be retrieved and assigned to subsequent new Export
Declarations

Bulletins | Export Documen’ sw emplates | User Access

Lookups
[ g T -l | Service Provider l_l (o2, 8] HS Code | Summary Report Line
Create Certifier Lookup
Show 10 %  entries Filter
Lookup Name - Address City Province / State

Certifier John Smith 789 Main Street Hamilton QOntario
GEMERIC CERTIFIER CERTIFIER STREET X... CERTIFIER CITY XXX... Ontario
Manny's Certifier ... CERTIFIER STREET X... CERTIFIER CITY XXX... Ontario

Showing 1 to 3 of 3 entries -
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Lookup Records for Trade Chain Partners

The Lookup records are organized based on their subject matter:
* Exporter, Consignee, Service Provider, and Certifier Lookup records contain name and

address information for certain trade chain partners

Sample Certifier Lookup Record

CERS Portal

Business Accounts My Profile

Home » Business Accounts »
ABC Company Inc. (123456789RM0001

Bulletins Templates | User Access

John Smith

CERS Portal Help and Sup|

[ L Gl KOS | Service Provider |_| [« i8] HS Code | Summary Report Line

Create Certifier Lookup

Show 1o +  entries

Showing 1 to 3 of 3 entries

D Name Address City Province/State
789 Main Street Hamilton Ontario
CERTIFIER STREET X... CERTIFIER CITY XXX... Ontario
Manny's Certifier ... CERTIFIER STREET X... CERTIFIER CITY XXX... Ontario

Filter

Bulletins
Certifier Lookup Details
Lookup Name
Certifier John Smith

Company name
Certifier Company Name
Certifier name

John Smith

Street Address
789 Main Street

City
Hamilton

Province/State
Ontario

Postal/Zip Code
L6T 2M2

Telephone Number
(905)458-6568

Fax Number

Email Address
john.smith@certifiercompany.com

oy

Templates | User Access

Telephone Extension

m Delete < Back
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Lookup Records for Trade Chain Partners

A CERS Business
Account can be assigned
up to 1000 Lookup
records of each type.
(Examples: Maximum
1000 Exporter Lookup
records; Maximum 1000
Consignee Lookup
records; ...)

Bulletins

Show 10 + entries

Lookup Name

Exporter 110

GENERIC EXPORTER

Showing 1 to 2 of 2 entries

r | KOG | Service Provider

Address

110 Queen St

EXPORTER STREET XX...

HS Code | Summary Report Line

Create Exporter Lookup

Filter
City Province/State
Kingston Ontario
EXPORTER CITY XXXX... Ontario

Show 10 + entries

Lookup Name

DEFG Corporation

GENERIC CONSIGNEE

Manny's Consignee

Showing 1 to 3 of 3 entries

Address

101 Main Street

COMSIGNEE STREET X...

456 Queen Street

1l n
Create Consignee Lookup

Filter

City Province/State
London
CONSIGMEE CITY XXX... LEHAVRE

Manilla
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Lookup Records for HS Codes

« HS Code Lookup records contain an 8-digit Export HS Code (based on
Statistics Canada’s Export Classification system) and a user-based
description of the commodity being exported from Canada.

CERS Portal

Business Accounts My Profile

Home > Business Accounts > Agc Company Inc. (123456789RM0001

Bulletins | Export Documents |RELINTLER] Templates | User Access

John Smith  (yrH: MO547923)
CERS Portal Help and Support M2 | Log out

Business Accounts

Exporter | consignee |l certifier |IEERE ] Summary Report Line

Create HS Code Lookup

Show 10 % entries

HS8
Code

4403.11.10 ples f tel/telegraph/elec lines, coniferous, treat w

paint/stains/creosote/etc

Official Description

Wooden Telephone Poles

4403.21.90 Logs, of pine, of which any cross-sectional dimension

== 15 cm, not treated, nes

PRODUCT DESCRIPTION

Showing 1 to 2 of 2 entries

Your Description

OO0 ..

Filter

Unit of

measure

Metre

Cubic Metre

CERS Portal

My Profile

Home > Business ACCounts * \gc Company Inc. (123456789RM000L

Bulletins | Export Documents |QENOLER] Templates | User Access
HS Code Lookup Details

HS Code: 4403.11.10
Official Description:

Poles f tel/telegraph/elec lines, coniferous, treat w paint/stains/creosote/etc

Your Description:

Wooden Telephone Poles

Unit Of Measure: Metre

Delete < Back
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« Summary Report (SR) Line Lookup
records contain information regarding an
SR commodity line item entry (e.g. Export
HS Code, user-based cargo description,
country of final destination, etc). These
Lookup records can be used to transfer
commodity line entries to a new (dratft)
Summary Report.

Lookup Name

Lookup Records for Summary Report Lines

HS8 Code

4403.21.20

Filter

Country of final destination

aaaaa

Summary Report Line Lookup Details

Lookup Name: SR COMMODITY LOOKUP
Harmonized System

HS Commeodity code
4403.21.20

Your Description
WOODEN TELEPHONE POLES (PINE)

Unit of measure
Metre

Destination

Place of Exit
Montréal

Country of final destination

China

Origin

Country
Canada

Ontario

Other

Mode of Transport
Marine

m Delete < Back
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Viewing a Lookup Record

To view a Lookup record:

1) Access the Lookups section;

2) Select the Lookup tab of interest (e.g. Certifier);

3) Click the link provided for the name of the Lookup record.

Bulletins I Export Documents I Lookups I Templates I User Access _

Certifier Lookup Details

CERS Portal Lookup Name

Certifier John Smith

Company name
Certifier Company Name

Business Accounts My Profile

Home » Business Accounts > ABC Company Inc. (123456789RM0001) John Smith Certifier name
LERS HOMEI HeIp ana 5u John Smith
Bulletins | Export Documents | il Templates | User Access Street Address
789 Main Street
City
[ LT Ul LT | Service Provider CepMfier HS Code | Summary Report Line Hamilton
Create Certifier Lookup Country
Canada
Show 10 ¢ entries Filter
Province/State
Lookup Name - Address City Province/State Ontario
Postal/Zip Code
i 789 Main Street Hamilton Ontario L6T 2M2
GENERIC CERTIFIER CERTIFIER STREET X... CERTIFIER CITY XXX... Ontario Telephone Number Telephone Extension
Manny's Certifier ... CERTIFIER STREET X... CERTIFIER CITY XXX... Ontario (905)458-6568
Fax Number
Showing 1 to 3 of 3 entries
Email Address
john.smith@certifiercompany.com

m Delete < Back
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While viewing a Lookup record, the user can perform the following

maintenance actions:

« Click the Delete button to permanently remove the Lookup record from

Deleting a Lookup Record

the CERS Business Account

Certifier Lookup Details
Lookup Name
Certifier John Smith

Company name
Certifier Company Name

Certifier name
John Smith

Street Address
789 Main Street
City

Hamilton

Country
Canada

Province/State
Ontario

Postal/Zip Code
L6T 2M2

Telephone Number

(905)458-6568

Fax Number

Email Address
john.smith@certifiercompany.com

Bulletins | Export Documents |QEIINTIN] Templates | User Access

Telephone Extension

Delete Certifier Lookup »

Are you sure vou want to delste this Certifier LockupT
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Bulletins | Export Documents |JEGUIT
Certifier Lookup Details

Lookup Name

Certifier John Smith

Company name
Certifier Company Name

Certifier name

John Smith

Street Address
789 Main Street

City
Hamilton

Country
Canada

Province/State
Ontario

Postal/Zip Code
L6T 2M2

Telephone Number

(905)458-6568

Fax Number

Email Address
john.smith@certifiercompany.com

@) N

Editing a Lookup Record

Templates | User Access

Telephone Extension

@Jelete < Back

Click the Edit button to access the Lookup record in “edit mode”

Bulletins | Export Documents |JEENSTER] Templates | User Access
All fields are mandatory unless otherwise specified.
Lookup Name ©

Certifier John Smith
Company name @

Certifier Company Name
Certifier name @

John Smith
Street Address ©

789 Main Street
City ©

Hamilton
Country @

Canada ]

Province/State @
Ontario v

Postal/Zip Code @
L6T 2M2

Telephone Number @ Telephone Extension @
(905)458-6568

Fax Number @

Email Address ©
john.smith@certifiercompany.com

m Save As... Cancel
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Editing a Lookup Record

While editing a Lookup record, a

user can: Bulletins cport Documents [REGLIALIE] Templates | User Access
o Click the Submit button to
save the modlflcatlons made All fields are mandatory unless otherwise specified.
to the Lookup record’s Lookup Name ©
. . DEFG C ti
business data entries; °rp°rao'“’”
. Company name
o Click the Save As button to DEFG Corporation
assign the updated business Street Address ©
data entries to a separate, 101 Main Street
new Lookup record; or City ©
. Lond
o Click the Cancel button to o Ono
. g . Country
undo any modifications that Unitod Kingdom 9

have been applied to the
Lookup record’s business
data entries and return to the
LOOkUp SeCtion. m Save As... Cancel

Province/State ©
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Editing a Lookup Record

Lookup records are organized based on their subject matter. CERS Portal does
not permit more than one Lookup record of a particular type to be assigned the
same Lookup Name.

Export Documents

ookups S
Create Certifier Lookup

All fields are mandatory unless otherwise specified.

Example: CERS will not permit more than Eo ol

Certifier John Smith

one Certifier Lookup record to be assigned company nome ©

ABC Exporters Inc.

Lookup Name ”Certifier John Smith”. -

John Smith

Street Address ©

Bulletins cport Documents JEELIGLEN] Templates | User Access 789 Main Street
Lookups City @

Ottawa )
PR ICHRIRA | sorvicn eroito || cortir | [EEIERON IERIEST RIS

Country ©

i Lookup Name already exists.
Create Certifier Lookup Canada ookup Rame aiready exists
Show 10 + entries Province/State @
Ontario ‘
Lookup Name - Address City Postal/Zip Code ©
Certifier John Smith 789 Main Street Hamilton K1AOL8
Telephone Number © Telephone Extension @
GEMERIC CERTIFIER CERTIFIER STREET X... CERTIFIER CITY XXX...

(613)608-8972

Fax Number ©@

Showing 1 to 2 of 2 entries

Email Address @
JOHNSMITH@ABCEXPORTERSINC.CA
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8. Managing and Using Templates

« Templates Section
* Viewing, Editing, and Deleting a Template record
« Making use of a Template record
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Templates Section

Within a CERS Business Account, the Templates tab acts as the

storage location for all Template records.

« After submitting an Export Declaration or a Summary Report to the CBSA,
the user can save the document’s business data entries to a new

Template record.

CERS Portal

Business Accounts My Profile

Home » Business Accounts »
ABC Company Inc. (123456789RM0001)

John Smith  ((URN: MO547939)
CERS Portal Help and Support B2 | Log out

Show 10 + entries

Template Name

Export Declaration

Export Declaration

Manny's Summary Report Template Summary Report

Showing 1 to 3 of 3 entries

r ACCESS
Templates

Note: You may save an additional 12 Template(s) for this Business Account.

Filter

Document Type
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Viewing a Template

To view an existing Export Document template:

Bulletins

Export Documents Ll | Templates

Export Dedaration Template

1)
2)

Access the Templates tab.

Click one of the links provided
in the Template Name susiness urber
S e Cti O n . .;r: parties related?

Exporter Name
EXPORTER NAME

Exporter Marme: ABC Company Imc.
Exporter Busirness Murmber: 12EASSFTEIRMOI0OIT
Export Declaration Template Hame: Manny's Export Declaration

Certifier

Service Provider Customs Details

Exporter |JeTE T Commeodity | Other Export Details

Authorized ID
WQ6E776

Street Address
EXPORTER STREET

City
OTTAWA
Country
Z
Bulletins | Export Documents | Lookups | MEIEEH] User Access Canada
Templates Province/State
Ontario

Nete: You may save an additional 12 Template(s) for this Business Account.
Y plare(s) Postal/2ip Code

Filter K2P2E6

Show 10 s entries

Telephone Number Telephone Extension

Template Name

Declaration for Consignee X

Manny's Exé% Declaration

Manny's Summary Report Template

Showing 1 to 3 of 3 entries

Document Type
Export Declaration

Export Declaration

Summary Report

PROTECTION - SERVICE

(613)608-8972
Fax Number

Exporter Reference Number(s)
EXP REF NUMBER

|3V L M| Consignee | Service Provider | Certifier

Commeodity | Other Export Details

Edit Delete < Back

Customs Details

INTEGRITY
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Deleting a Template

While viewing a Template record, the user can perform the following
maintenance actions:

* Click the Delete button to permanently remove the Template record from

Business Number Authorized ID
129260675RM0009 WQ6776
AAAAA ies related?

No

Exporter Name
EXPORTER NAME
Street Address
EXPORTER STREET

City

OTTAWA Delete Export Document Template ®
Country Are vou sure vou want to deleta this Export Declaration Templata?

Canada

Province/ Stat

Ontario

Postal/Zip Code
K2P2E6

Telephone Number Telephone Extension
(613)608-8972

Fax Number

Exporter Reference Number(s)
IEXP REF NUMBER

Editlfl Delete § < Back
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Editing a Template Record

« Click the Edit button to access the Template record in “edit mode”

Bulletins | Export

5T | Templates Access

Export Declaration Template

Exportar Marme: VBC Company Ino.
Exporter Business Mumber: 1234SSTESRMO00T

B(i)ort Declaration Template Name: Manny's Export Declaration

|5 GLL G| Consignee | Service Commodity | Other Export Details | Customs Det:

Business Number Authorized ID
125260675RM0009 WQ6776

Are parties related?

No

Exporter Name

EXPORTER NAME

Street Address
EXPORTER STREET

city
OTTAWA

Country
Canada

Province/State
Ontario

Postal/Zip Code
K2P2E6

Telephone Number Telephone Extension
(613)608-8972

Fax Number

Exporter Reference Number(s)
EXP REF NUMBER

[SGLL G| Consignee | Service Provider

Commodity | Other Export Details | Customs Details

‘ Edit ,)elete < Back

Bulletins | Export Documents Templates

ABC Company o

Exporter Marme:
Exporter Business Murmber: 123 85STEIRMO0CT

Export Declaration Template Name: Manny's Export Declaration

All fields are mandatory unless otherwise specified.

3L M| Consignee | Service Provider

Business Number Authorized 1D
129260675RM0009 WQ6776

Lookup Name @

Mandatory if creating a leokup

Are parties related? @

Exporter Name (-]
EXPORTER NAME
Street Address ©
EXPORTER STREET
City @
OTTAWA
Country @
Canada
Province/State @
Ontario

Commodity | Other Export Details

Customs Details
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Editing a Template Record

When editing a Template record, a user can:

o Click the Save button to save the maodifications that have been applied to
the Template record’s business data entries;

o Click the Save As button to assign the updated business data entries to a
separate, new Template record; or

o Click the Cancel button to undo any modifications that have been applied to
the Template record’s business data entries and return to the Template
section.

(3L Bl Consignee | Service Provider | Certifier | Commeodity | Other Export Details | Customs Details

Complete all mandatory fields within the tabs above.

Save Cancel

Save As...

Export Document Template Name: | Create Template [
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Making Use of a Template

To use a Template record to create a new (draft) Export Document:
1) Access the Export Documents tab.
2) Click the Create Export Document button.

3) Within the Create Export Document page, select option Use Document
Template then click the Submit button.

CERS Portal
CERS Portal

Business Accounts My Profile

Home » Business Accounts »  ABC Company Inc. (123456789RM0001)

GTIETEH | Export Documents | 0T ST [REGEL T Cle gl IS e a et

Export Documents

Create Export Document

Create Export Document

Mote: You have space to save 98 Draft Export Documents for this Business Account.

Draft Documen 1=l Submitted Documents | Bulk Upload

Mote: You may save an additional 98 Draft Export Documents for this Business Account.

Show 10

Select the type of Export Document you want to create: | Export Declaration
Summary Report
Bulk Loads

3 Uze Document Template
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Making Use of a Template

4) Within the “Select ... Template” page, choose one of the existing Export
Declaration or Summary Report Template records then click the Select
button.

CERS Portal

Business Accounts My Profile

Home > Business Accounts >
ABC Company Inc. (123456789RM0001)

CERS Portal Hel

Bulletins | Export Documents | Lookups |RENTHEIECE] User Access

Note: You may save an additional 993 Template(s) for this Business Account.

Show 10 <+ entries Filter
Select Template Name = Documen it Type
O FRancis Export Declaration

GEMERIC ED TEMPLATE Export Declaration

GENERIC SR TEMFLATE Summary Report

John's Summary Report Template2 Summary Report

MAnny SRP Summary Report
i Manny's Export Declaration Export Declaration

Manny's Summary Report Template Summary Report
Showing 1 te 7 of 7 entries

4m Cancel
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Making Use of a Template

Result: CERS will automatically
create a new (draft) Export Document
containing the same business data
entries that were assigned to the
Template record.

Bulletins | Export Documents | Lookups |REURERE] User Access

Export Declaration Template

cnporter Mame: ABC Company Inc.
Exporber Business Mumber: 12385570001

Export Declaration Template Name: Manny's Export Declaration

Exporter Service Provider | Certifier Customs Details

Commeodity | Other Export Details

Business Number
129260675RM0009

Authorized ID
WQe776

Are parties related?
MNo

Exporter Name
EXPORTER NAME
Street Address
EXPORTER STREET
City

OTTAWA

Country

Canada
Province/State
Ontario
Postal/Zip Code
K2P2E6

Telephone Number

(613)608-8972

Telephone Extension

oy
D) N

Business Accounts My Profile

He B A ks
ome > Business Accounit= > ABC Company Inc. (123456789RMO0001)

GINETTH | Export Documents | 0TS IREED 0BG Uy Taa-t

Exporber PManme: VBC Company lne
Exporner Bussness NMumbers 1234SSTEIRMO0IT

All fields are mandatory unless otherwise specified.

Exporter Certifier

Consignee | Service Provider

Authorized ID
WQ6e776

Business Number
129260675RM0009
Lookup Name @
Belecta Lookup

Mandsztory if creating a lookup
Are parties related? @
) Yes
@ No
Exporter Name @
EXPORTER NAME
Street Address @
EXPORTER STREET
City @
OTTAWA
Country @

Canada

Province/State @
Ontario

Postal/Zip Code ©@
K2P2E6

Telephone Number (optional) @

(613)608-8972

Create Export Declaration

Commodity | Other Export Details

Customs Details
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9. Viewing Bulletins and Links

« Bulletins Section
o Viewing Bulletins

* Viewing Useful Links
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Bulletins Section

Within a CERS Business Account, the Bulletins tab enables the CBSA to
share informational resources with CERS users:

CERS Portal

1) CBSA will publish .
Bulletins to advise
CERS users of matters —
related to exporter

. 2019-09-19 2019-09-19

re po rtl n g . Messaqe from the Canada Border Services Agency (CBSA) 2019-09-19

I i i -09- 2019-05-18

2019-09-18 2019-09-18

. . 2019-09-17 2019-09-17

2) CBSA will publish woess
Active Bulletin 2019-09-16

Useful Links to direct
CERS uSerS to Web SmokeTest 1214836 2019-09-12

2019-09-11 2019-09-11

pages related to "
exporter reporting.

Mote: @ = indicates the link will open in a new browser window.

Link Name

Memorandum D20-1-1, Exporter Reporting *#
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Viewing Bulletins

To view an informational bulletin from the CBSA:

1) Access the Bulletins tab.

2) Within the Bulletins table, click the link provided for a Subject

heading of interest.

_

Subject
2019-09-19

Message from the Canadag'der Services Agency (CBSA)

—

Pending bulleting to activate 2019-09-18

2019-09-18

2019-09-17
2019-09-16
Active Bulletin

2019-09-13

ess ACCou

Bu y Pro

Home * Business Accounts »
ABC Company Inc. (123456789RM0001)

CERS P

Export Documents | Lookups | Tem tes | User Access

Bulletin 2 of 23

Subject: Message from the Canada Border Services Agency (CBSA)
Published: 2019-09-19

As of June 30, 2020, the CBSA will no longer accept B13As. Exporters, or their customs service providers, will be required to report
their exports electronically. Electronic export reporting will be mandated via a prescription document, in accordance with paragraphs a)
and b) of the definition of prescribed in section 2 of the Customs Act and subsection 95(4) of this Act.

There will be two electronic reporting methods available to exporters to report goods: the Canadian Export Reporting System (CERS)
and the G7 Export Reporting Electronic Data Interchange (G7-EDI). Exporters can register for CERS once it is in place, March 16, 2020.
G7-EDI is currently in existence and can be used now. G7-EDI requires an investment from the exporting client.

Next >>

Print/Download Bulletin (PDF) ™ < Back to Bulletins List

SmokeTest 1214836

2019-09-11

Showing 1 to 10 of 23 entries

2019-05-12

2019-09-11

-2 3 Next
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Viewing Bulletins

NOTE: CBSA will publish Bulletins to advise CERS users of matters
related to exporter reporting (e.g. system maintenance events). Clients
should periodically check the Bulletins section to see if any new
notifications have been published by the CBSA.
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Viewing Bulletins

When viewing a bulletin, the user can click a “Print/Download Bulletin” link to
access the bulletin in PDF file format.

Business Accounts - My Profile
Home > Business Accounts >

ABC Company Inc. (123456789RM0001)

CERS B
LI Export Documents | Lookups | Templates | user Access

Bulletin 2 of 23

Subject: Message from the Canada Border Services Agency (CBSA)
Published: 2019-09-19

/A5 of June 30, 2020, the CBSA will no longer accept B13As. Exporters, or their customs service providers, will be required to report
their exports electronically. Electronic export reporting will be mandated via a prescription document, in accordance with paragraphs a)

~
and b} of the definition of prescribed in section 2 of the Customs Act and subsection 95(4) of this Act.

There will be two electronic reporting methods available to exporters to report goods: the Canadian Export Reporting System (CERS)
and the G7 Export Reporting Electronic Data Interchange (G7-EDI). Exporters can register for CERS once it is in place, March 16, 2020,
G7-EDI is currently in existence and can be used now. G7-EDI requires an investment from the exporting client.

Next >>

Print/Dewnload Bulletin (PDF)

< Back to Bulletins List

Do you want to open or save bulletin.pdf (925 KB) from apps-ho1.cbsa-asfc.gc.ca?

Open Save A Cancel

Iw Canada Border Agence des services
Services Agency  frontaliers du Canada

CERS Portal — System Message
*** La version frangaise suit ***

Subject: Message from the Canada Border Services Agency (CBSA)

Published 2019-09-19

As of June 30, 2020, the CBSA will no longer accept B13As. Exporters, or their customs service
providers, will be required to report their exports electronically. Electronic export reporting will be
mandated via a prescription document, in accordance with paragraphs a) and b) of the definition
of Cprescribed’] in section 2 of the Customs Act and subsection 95(4) of this Act.
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Viewing Useful Links

The Useful Links table contains hyperlinks to web resources
recommended by the CBSA. Click a Link Name entry to access its
associated web page.

@ https://wvw.cbsa-asfe.ge.ca/publications/dm-md/d2

0-1-1-eng.html - @c| Search.
(2 CBSA CERS Portal |

& Memorandum D20-1-1 - Ex... %

es | Departments | Fran:
Export Documents | Lookups | Templates | user Access

. 1
Subject Canada Border Services Agenc Canad
2019-09-19 .
Message from the Canada Border Services Agency (CBSA) : Travellers v | Import and Export v | Securing the Border v | Publications v
Pending bulleting to activate 2019-09-18 Home = Publications = D Memoranda = D20
2018-08-18
— .
Exporter Reporting
2015-09-16

Memorandum D20-1-1

ISSN 2369-2391

Active Bulletin

2019-09-13
Ottawa, May 10, 2018
SmokeTest 1214836
This document is also available in PDF (431 KD) [help with PDF files]
2018-09-11
In Brief
Showing 1 to 10 of 23 entries

The revisions to the memorandum include: a reduction in the length of time a Summary Reporting Program (SRP) application is valid (from 5 years to 2
years), updates fo the SRP contact information; and changes in style and formatting.

Mote: " = indicates the link will open in a new browser window.

Link Name This memorandum outlines and explains the obligations, guidelines, and procedures for reporting goods that are exported from Canada

Memorandum D20-1-1, Exporter Reporting 17

Guidelines and General Information

Definitions
1. The following definitions, some already found in the Customs Act or the Reporting of Exported Goods Regulations, apply in this memorandum:

Act
Means the Customs Act.
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10. Summary Reports

* Overview of the CBSA Summary Reporting Program (SRP)
« Creating a Summary Report

« Submitting a Summary Report to the CBSA

* View, Amending, and Voiding a Submitted Summary Report
« “Upload Summary Report” feature
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Overview of the Summary Reporting Program (SRP)

Upon application, exporters who ship bulk or homogeneous goods
from Canada may be granted permission to participate in the CBSA
Export Summary Reporting Program (SRP).

o Forthe SRP, an exporter must complete a new SRP report
submission each month to supply summary information regarding
export transactions that had occurred during the previous month.
(An exporter must complete a NIL report submission if no eligible
export transactions occurred during the previous month)

o The electronic SRP report submission must be completed within
five business days following the end of the month in which the
goods were exported.
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1)

2)

Creating a Summary Report

Within the Export Documents tab, click the Create Export
Document button.

Within the “Create Export Document” page, select option Summary
Report then click Submit.

CERS Portal

usiness Accounts My Profile

Create Export Document

Note: You have space to save 98 Draft Export Documents for this Business Account.

Select the type of Export Document you want to create: | cyport Declaration
D

ul oads
Use Document Template

" ®
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Creating a Summary Report: Additional Info

 The Create Export Document - “Summary Report” option will only be
available if the associated Business Account has been configured by CBSA
to support Summary Reporting.

« Exporter companies need to complete a registration process and receive
approval from CBSA to participate in the Export Summary Reporting
Program (SRP). For existing SRP clients, CBSA will ensure that the existing
SRP account information will be transferred over to the exporter's CERS
Business Account.
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Create Summary Report: General Tab

Within the Create Summary Report page, the SRP report is organized
Into two sections:

7

General l :ommodity

Reporting Period
201909 ﬂ

1) General tab (Report Header info)
o Reporting Period Dpnmpvpmﬂo
o Export Company Name
o Certifier Name and Address; Contact info

Certifier Information

Certifier Name @
Street Address @
city @

Country @

-- Select Country — ﬂ

Province/State @
— Select Province/State — ™

Postal/Zip Code ©

Telephone Number @ Telephone Extension @
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Create Summary Report: Commodities Tab

2) Commodities tab (Entry lines)
o Place of Exit
o Country of Final Destination
o Export HS Code wetins T <ookp: | vempistes | veer access
O
O

Description of Goods e
Quantity and applicable Unit of Measure

Commeodity #001

All fields are mandatery unless otherwise specified.

Lookup Name @

Select a Lookup

Mandatory if creating a lockup

I suitetins BN A Lookups | Templates | user Access Goods
Create Summary Report

HS Commodity code @
Exporter Busiess Number 12545873BRMDI0

Exporier Mame: ABT Company ino. - Select HS Code - ﬂ
Summary ID: SUM6519

Your Description @
Al fields are mandatory unless otherwise specified.

N commodity |
Note: You may save an additional 9999 Commody

o Add C

bis Summary Report

v B

ommodit, Select Summary Report Line Item Lookup

show 10 % entries Filter Quantity ©@ Unit of measure @
Number . HS8 Code Quantity uom Value Edit Delete SeleCt Ur”t Df MeaSU[e ﬂ
Export Document Template List is Empty Value FOB point of exit @ Currency of Declared Value ©
Select Currency [v]

Showing 0 to 0 of 0 entries

Upload Summary Report Gross Weight @ Unit of measure @

Browse... E : !
Select Unit of Measure [v]

Complete all mandatory fields within the tabs above.

Freight Charge @

Check for Errors  Save and Continue  Save and Finish Later ~ Submit to the CBSA
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Summary Report Line Lookup
« When entering information into the Create Summary Report page, the user

has the option to save a Commodity Line entry as a “Summary Report Line
Lookup” record.

Create Summary Report

Commodity #001

All fields are mandatory unless otherwise specified.

Lookup Name @

John's Summary Report - HS Lookup
looku

Mandatory if creating a
Goods

HS Commodity code @
4403.21.20 v

Your Description @
Telephone Paoles (Pine Wood)

Quantity @ Unit of measure @
250 Metre v
Other

Are parties related? @ () Yes @ No

Summary Report Line Lookup Created

Mode of Transport @
Marine v

Use the above infurmati
P
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Summary Report Line Lookup

Within the Lookups section, a user can access the Summary Report Line
sub-section to view the associated Lookup records.

CERS Portal

Business Accounts

My Profile

Home » Business Accoun

Bulletins | Export Documents GG EM] Templates | User Access

Show 10

-
-

entries

Lookup Name

John's Summary Rep...

Showing 1 to 1 of 1 entries

= aABC Company Inc. (123456789RM0001)

Exporter | Consignee JEEERiGRE0VE @I Certifier | HS Co e I Summary Report Line

John Smith 1(URMN: MO54733%)

CERS Portal Help and Support

| Log out

Create Summary Report Line Lookup

HS8 Code Place of Exit

4403.21.20

Montréal Japan

Filter

Country of final destination

PROTECTION - SERVICE - INTEGRITY
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Summary Report Line Lookup

Within the Create Summary Report page, Commodity tab, a user can
click the “Select Summary Report Line Item Lookup” button to initiate a
process for transferring an existing Commodity Line Lookup record’s
business data entries to the new, draft Summary Report.

Bulletins Export Documents Lookups | Templates | User Access

Select Summary Report Line Ttem L ookup 2]
| commodity | Show 10 <+ entries Filter
Complete all mandatory fields wi
O Lookup Name - HS8 Code Place of Exit Country of final destination
] John's Summary Rep... 4403.21.20 Montréal Japan
Showing 1 to 1 of 1 entries 1 row selected
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Within the Create Summary Report page, the user can perform the

Create Summary Report: Program Options

following options:

Save a draft version
of the Summary
Report

Check for business
data entry errors

Submit the Summary
Report to the CBSA

CERS Portal

Fomorior Aasnoms homber §2LEE0THERARDDE]
Fardi hasw ARG CoMmESny IR

Sesreuap T SIVEERED

Summary ID: SUM6519

All fields are mandatory unless otherwise specified.

201908 [v|

[[] Create a NIL Report

Export Company Name @
EXPORTER COMPANY NAME XXXXXXXXXXXX XXX XXX XX XKXXXXY

Complete all mandatory fields within the tabs above.

Check for Errors  Save and Continue  Save and Finish Later

Print/Download Document (Select to view PDF size) Ca

Submit to the CBSA

ncel
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138



. © .

Save or Print a Summary Report

After submitting a draft Summary Report to the CBSA, the user can:

« Save the SRP report as a new Export Document Template
» Print/download a PDF file version of the submitted Summary Report

Bulletins JE3OLd il NESE] L ookups | Templates | User Access

Create Summary Report

Fomomor v bomces 1 20 THNRIn0g 1
iy P A CrREE IR
S 10 BUEES NS

All fields are mandatory unless otherwise specified. CE RS Po rtal
N Commodiy |

Note: You may save an additional 9998 Commeodity items for this Summary Report

PUL LT NG or  Select Summary Report Line Item Lookup
Filter

Submit to the CBSA ®x

Business Accounts My Profile

Home > Business Accounts > Apc Company Inc. (123456789RMO0001)

Show ¢ *  entries

Number . . . Edit o
Please verify the infi below Trect: =
ase verify the information below is co Bulletins Export Documents Lookups | Templates | User Access
2001 4qp]  Reporting Period: 201908 L -
Are you sure you want to submit your Summary Report?
Showing 1 to 1 of 1 entries
Your Summary Report has been submitted to the CBSA.
<3
U ) STy (e — Proof of Report: SUM6519WQ6776201908
Browse...
Reporting Period: 201908
Complete all mandatory fields within the tabs above. Print/Download Document (Select to view PDF size)
Check for Errors = Save and Continue Save and Finish Later  Submit to the CBSA Use submitted Summary Report information to create Export Document template
Print/Download Document (Select to view PDF size) cancel
OK
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Print/Download CERS Summary Report

CERS Portal

Business Accounts My Profile

Home » Business Accounts »

ABC Company Inc. (123456789RM0001)

Export Documents Lookups | Tem

ted to the CBSA

Your Summary Report has been submitted to the CBSA.

Proof of Report: SUM6519WQ6776201908
Reporting Period: 201908

Print/Download Document (Select to view PDF size)

"1 SummaryReport.pdf - Adobe Acrobat Reader 2017
File Edit View Window Help

oK
Home Tools SummaryReport.pdf X
8 = Q R @ O® BT o v
Wl SoradaBoder  foence dessenvices CERS SUMMARY REPORT
DECLARATION SOMMAIRE SCDE
Proof of report no - No de 1a preuve de déclaration Certifier information - Renseignements du certificateur

John's Summary Report Template Certifier Name - Nom du cerfificateur ‘Company Name - Nom de I'entreprise

‘CERTIFIER NAME EXPORT COMPANY NAME
Exporter Business Numggégeugzr;hagggipnse de l'exportateur Strest address - Address da rue Tty - Vile
CERTIFIER STREET CERTIFIER CITY

Reporting Period - Période de déclaration

Province/state, country - Province/Etat, pays PostaliZip code - Code postalZIP
201908 Ontario Canada K2POXS
_ L Telephone Number - Numéro de téléphone Extension Fax Number - Numéro de fax
Original DAmended - Modifié DVOId = Nul (613)508-8972 (613)608-8973
- E-mail Address - Couriel
[ NIL Report - Rapportnéant CERTIFIER@EMAILADDRESS COM
Commodity Information- Information de Marchandise Total number of commodities - Nombre de marchendies totale
HS8 Code Freight Port of Exit - Port de sortie Origin - Origine Mode ofide Transport ontainerized| P itN b
Code SHE Quantité Charge Frais | Country of Final Destination Value FOB Country/Pays Gross Weight | Vessel Name En Conteneur ermit Numbers |
Description de transport | pays de destination finale Valeur £.a.b Province/State_Etat Poids brut | Nom du navire Numéro de permis
44032120 600 Metre 300 CAD | 0398 12000 CAD | Canada 700 Kilogram | Marine 0 Permitt, Permit2
Fine wood poles Japan Quebsc QOCL MONTREAL

PROTECTION - SERVICE - INTEGRITY

L2



oy

U ¢ .

Export Documents - Submitted Documents Tab

Within the Export Documents - Submitted Documents tab, a user can
change the Export Document Type setting to have CERS display
Information related to Summary Reports that were submitted to the

CBSA.

Select Export Document Type

Draft Documents Submitted Documents | EETNEAVGET]

Export Declaration

Summary Report Refresh

m Export Documents | i

Export Document

Templates

sl e LTI 8 Search Submitted Export Documents

Show 10 + entries

Proof of Report

SUMB519WQ6776201909

Showing 1 to 1 of 1 entries

201909

User Access

Submitted Documents | QTG GET]

Select Export Document Type Summary Report ﬂ Refresh

Reporting Period Submitted Date/Time

2019-09-03 10:15

Filter

Status

Original
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Summary Report: Status History

Within the Submitted Documents tab, a user can click a Status link to
view information regarding the entire history of reporting events for the
chosen Summary Report:

000000

000000

Templates

Status History

B e i - -ormpany ino

Exporter Dussrass Mumbar: N IR B TS FURSDHE O 1
Decumant Teps! Expost Declaralien

Prool of Repart: WOETFFE2010001 52505

« Date/time of Original

report submission pE———
b Date/ti me amended 2019-09-03 16;59 Amended

 Date/time voided

Showing 1 to 3 of 3 entries

< Back
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View Submitted Summary Report

Within the Submitted Documents tab, a user can click a Proof of Report
link in order to view a submitted Summary Report.

Exporter MNarme:
Exporter Business Murmber:
Summary ID: SUM6519

Proof of Report: SUM6519WQ6776201908
Submitted Date/Time: 2019-09-03 16:44
Status: Original

NIL Report: No
Reporting Period: 201908

I Commodity |

ABC Company Inc.

122 4SSTEIFRMODT

Company Name
EXPORT COMPANY NAME

Bulletins Export Documents Lookups | Templates | User Access

Certifier Name

Draft Documents Submitted Documents | JITCEITAGEY]

Export cument
o CEI T ST A LTS Search Submitted Export Documents

CERTIFIER NAME

Street Address
CERTIFIER STREET

City

Select Export Document Type Summary Report ﬁ Refresh

Show 10 +  entries

Proof of Report

Reporting Period
201908

2019209

Showing 1 to 2 of 2 entries

Filter

Submitted Date/Time
2019-09-03 16:44

2019-09-03 10:15

PROTECTION - SERVICE

CERTIFIER CITY

Country
Canada
Province/State
Ontario
Postal/Zip Code
K2P0OX5

Telephone Number

(613)608-8972

Fax Number
(613)608-8973

Email Address
CERTIFIER@EMAILADDRESS.COM

Telephone Extension

Print/Download Document (Select to view PDF size)

Amend  Void < Back

Use submitted Summary Report information to create Export Document template
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Amending a Summary Report

Within the View Submitted Summary Report page, a user can click the

Amend button in order to edit the report and submit an updated version to
the CBSA.

Bulletins

Export Documents | JJETUIT SN G GO TVt Bulletins

Export Documents | [JIGLTITER) BRETATCTCER TER Vel

View Submitted Summary Report Amend Summary Report
- .  ABC Company Inc. Emporter Mame: BC Company Inc.

Exporter Mame: =

Exporter Bussness MNurmbers 12345 7EIRMO0D0T :3:-0rter Business Murmiber: 12 TASETETIRMO00]
Summary ID: SUM6519 Summary ID: SUM6519
Proof of Report: SUM6519WQ6776201908
Submitted Date/Time: 2019-09-03 16:44
Status: Original

Proof of Report: SUM65190WQ6776201908
Submitted Date/Time: 2019-09-03 16:52

NIL Report: No Status: Original
Reporting Period: 201908 All fields are mandatory unless otherwise specified.

General

Company Name ing Period

EXPORT COMPANY NAME 201908 ﬂ
Amend

Check for Errors =~ Resubmit to CBSA

Print/Download Document (Select to view PDF size) Cancel

Resubmit to

Please verify the information below is correct
Reporting Period: 201908

AAre you sure you want to resubmit your Swamary Report?

=

s |ESOLLEEHLTIENCE] Lookups | Templates | User Access

A4

Bull

Select Reason For Amendment

Select Amend
- Addition of er change in export permit/licence/certificate number

Change in carrier and/or cargo control number

Change in country of final destination and/or ultimate consignee information

Change in date of export

O Change in description of goods (including quantity, country of origin, value, HS code)

Change in line items within the declaration (addition or removal of line items)

p) Change in place of export
Goods no longer being exported from Canada

O Reason not listed above

CEESY cancel
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Voiding a Summary Report

Within the View Submitted Summary Report page, a user can click the

Void button to have the CBSA cancel/void the submitted Summary
Report.

View Submitted Si mary Report

Emportar Mames: ABC Company Inc.

Exporter Business Murmiber: 123455 TEIRMODTT
Summary ID: SUM6519

Proof of Report: SUM6519WQ6776201908

Submitted Date/Time: 2019-09-03 16:44

Status: Original

NIL Report: No
Reporting Period: 201908

I commodiy |

Company Name
EXPORT COMPANY NAME

Certifier Name
CERTIFIER NAME

Street Address
CERTIFIER STREET

Note: Are you sure you want to void this Summary Report submission?

Proof of Report: SUMG519W Q4776201908

City

CERTIFIER CITY
Country

Canada

Province/State

Ontario

Postal/Zip Code
K2P0OX5

Telephone Number Telephone Extension

(613)608-8972

Fax Number
(613)608-8973

Email Address
CERTIFIER@EMAILADDRESS.COM

Print/Download Document (Select to view PDF size)
Amen Void Back

"
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“Upload Summary Report” Feature

To accommodate current SRP reporting practices, the CERS Portal has
been assigned an “Upload Summary Report” feature that can be used
to transfer commodity line item entries from an MS Excel file to a CERS
Summary Report.

Process:
1) Create an SRP report that is saved to a Microsoft Excel file.

2) Transfer the SRP report’s Commodity Line entries to a CBSA Summary Report
Line Template file (MS Excel).

3) Use Excel’s “Save as” feature to save the contents of the Summary Report Line
Template to a new XML data file.

4)  Within CERS, access the Create/Amend Summary Report page. Navigate to the
Commodities section and click the “Upload Summary Report” — Browse button.

5) Select the XML data file (from Step 3).

(Screenshots provided on following pages)
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“Upload Summary Report” Feature

1) Create an SRP report using Microsoft Excel.

2) Transfer the SRP report's Commodity Lines to a CBSA Summary Report Line
Template file (MS Excel).

A B C D E F G H 1 K L M N Q
1 Reporting Period: August 2019
2 Exporter Company Name - BN 123456789RM0001
3 Summary ID- 1234
4 Contact Name - John Smith
5 123 King Street
6 Ottawa, Ontario K2P 0X5
7 T- (613) 608-8972
E F - (613) 608-8973
9 Email jsmith@certifier.co
10
Canadian | Countryof | Description | HS (8) Code Unit of Quantity Domestic Value | Currency | Country | Province | Mode of Vessel |Containerized Permit
Port of Exit Final of Goods Measure Freight FOB of of Origin | of Origin | Transport Name (if (Yes/No) Number (if
Destinati g b required)
Value Marine)

0396 lapan Pine wood 44032120 MTR 600 300  12000|CAD CANADA |QUEBEC  |MARINE oocL NO Permit1,

ul poles MONTREAL Permit2
- —_—

Summary Report Line Template.xlsx - Excel Eal

Formulas Data View Apaollo ” Q Ten me what you want

Insert Page Layout

O . 11
D % cut Calibri 1A A # | Normal Bad Good
ER Copy - - - [ Fi-
Paste B I U- - &-a- ional Formatas| Neutral Calculation | | ] = nsert Delete Format Sort& Find &
- Format Painter - fing - Table- M - - - & Clear~ Filter ~ Select~
Clipboard LM Font [F] Alignment Styles Cells Editing -~
Al N Jx || Canadian Port of Exit 4

1
2 0396 JP 44032120 Pine wood poles 600.000 MTR 4 4 CA
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“Upload Summary Report” Feature

3) Use Excel’s Save as feature to save the contents of the Summary Report Line
Template to a new XML data file.

Save As

E_ This PC Current Folder
Desktop
Browse
Save As x
L 4] — = €« v T » ThisPC » Desktop » SUM1234 v O Search SUM1234 »
Organize ¥ New folder SR ° ]
Releases A Name Date modified Type Size
Als
No items match your search.
RACRIP_PIDCRE
TCCU
Overdue Cargo - Aug2019
QOverdue Cargo - July2019
Overdue Carge Samples
Reference Documents
Microsoft Excel
& This PC
[ Desktop . 5
File name: | Summary Report Line Templatexm| ~
Save as type: XML Data (*xml) ~
Authors: Excel Workbook (*.xlsx)
AU Evcel Macro-Enabled Workbook (*.xism)
Excel Binary Workbook (*.xlsh)
Excel 97-2003 Werkbook (* xls)
~ Hide Folders
Microsoft Excel x
| Saving the file as XML Data will result in the loss of worksheet features such as formatting, pictures, and objects. If you want to preserve your entire worksheet, cick Cancel, then save as Microsoft Excel Workbook,

PROTECTION - SERVICE - INTEGRITY
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“Upload Summary Report” Feature

4)  Within the Create/Amend Summary Report page, access the Commodities tab and
click the “Upload Summary Report” — Browse button.

5) Select the XML data file that was created in Step 3.

Bulletins Export Documents Lookups | Templates | User Access

Create Summary Report

Fomomior Aaumme homdos 200 T RERDDE 1
o e MR I Gy IR
Sy W

All fields are mandatory unless otherwise specified.

C dity

Mote: You may save an additional 9999 Commodity items for this Summary Report

UL RTTGT A" or Select Summary Report Line Item Lookup

Show 10 ¢  entries Filter

Number . HS8 Code Quantity uom Value Edit Delete

Export Document Template List is Empty

. . & Choose File to Upload
Showing 0 to 0 of 0 entries & Choose File to Uploa

« . A > ThisPC » Desktop > SUM1234 v | SearchSUMI1234 »
Upload Summary Repggl

Organize ~ New folder E:~ M
G a ified ype

Mame

3t Quick access

=] Summary Report Line Template.xml 4,170 KB
ISR Commodity | = ok B |
‘Down\uads
£/ Documents
= Dirtirar A
File name: | A v
_a—
o ) o
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“Upload Summary Report” Feature

Result: The Commodity Line entries will be transferred from the XML file to
the CERS Summary Report.

m SO LR ] Lookups | Templates | User Access

Create Summary Report

Exporter Business Number: 123456789RM0001
Exporter Name: ABC Company Inc.
Summary ID: SUM6519

All fields are mandatory unless otherwise specified.

Commodity

Note: You may save an additional 9998 Commodity items for this Summary Report

LR GG o Select Summary Report Line Item Lookup

Show 10 s entries Filter
Number “ HS8 Code Quantity UoM Value Edit Delete
#001 4403.21.20 600 Metre 12000 Edit Delete

Showing 1 to 1 of 1 entries
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“Upload Summary Report” Feature

Once your data has been uploaded to the Summary Report, you can:

» Access the General tab and
enter information regarding the
submitter of the report

 Click the Check for Errors
button to receive feedback
regarding any business data
validation errors

* Click the Save and Continue or
Save and Finish Later button to
save a draft copy of the
Summary Report

* Click the Submit to the CBSA
button to transmit the completed
Summary Report to the CBSA

Bulletins |@STNT e NN ] Lookups | Templates | User Access

Create Summary Report
Exporter Business Number: 123456789RM0001

Exporter Name: ABC Company Inc.
Summary ID: SUM6519

All fields are mandatory unless otherwise specified.

[ commodity |

MNote: You may save an additional 9998 Commedity items for this Summary Report.

VSR 0 or Select Commodity Lookup

Show 10 < entries Filter
Number — HS8 Code Quantity uoM Value Edit
#001 4403.21.20 500 Metre 12000 Edit
Commodity 1 -1 of 1

Upload Summary Report

|  [Brovsex- [ Submit |

KN Commodty |

Complete all mandatory fields within the tabs above.

Check for Errors  Save and Continue  Save and Finish Later  Submit to the CBSA

Cancel

Print/Download Document (Select to view PDF size)
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11. Using the Bulk Loads Feature

« Overview

« Using the “Bulk Upload” feature

« Bulk Upload section

« Deleting, Editing, and Submitting draft Export Declarations
* Error Report
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Overview of the Bulk Upload Feature

The CERS Portal application enables users to create and submit
Export Declarations to the CBSA. When using the standard creation
method ("Export Declaration"), a user must manually enter information

iInto an online form in order to create one new, draft Export
Declaration.

Create Export Document

Claration
Summary Report Exporter Business Mumber: 1234356T89RMO001
Exporter Name: ABC Company Inc.

All fields are mandatory unless otherwise specified.

xporter onsignee ervice Provider ertifier mmo
m Cancel Business Number Authorized ID

129260675RM0009 WQ6776

Lookup Name @

Mandatory if creating a looku
Are parties related? @
() Yes
() No

Exporter Name @
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Overview of the Bulk Upload Feature

Alternatively, a user can use the "Bulk Upload" feature to have CERS
extract data records from a source text file and automatically create one

or more draft Export Declarations.

o This program functionality replicates the "Data Load Module (DLM)"
feature that was available for use with the Canadian Automated

Export Declaration (CAED) system

U ¢ .

Bulletins

") Exporter Company - Bulk Load File.ot - Netepad - ] X
File Edit Format View Help
H WQS776N  FORMKEY1 ~ EXPORTER NAME 78129
K2Pexs 613952036956786139529876CERTIFIER COMPANY NAME XOOXXOXOOMKONXONKONKNNNKKXX
DCA ON 44031116  PRODUCT DESCRIPTION XXXXXXXXXXXXXXXX
DCA OoN 44831118  PRODUCT DESCRIPTION XXXXXXXXXXXXXXXX
DCA ON 44031116  PRODUCT DESCRIPTION XXXXXXXXXXXXXXXX
PPERMITNUMBER1
CTESX1
RREFERENCENUMBER1
H WQS776N  FORMKEY2 ~ EXPORTER NAME 78129
K2Pexs 613952036956786139529876CERTIFIER COMPANY NAME XOOXXOXOOMKONXONKONKNNNKKXX
DCA ON 44031116  PRODUCT DESCRIPTION XXXXXXXXXXXXXXXX
DCA OoN 44831118  PRODUCT DESCRIPTION XXXXXXXXXXXXXXXX
DCA ON 44031116  PRODUCT DESCRIPTION XXXXXXXXXXXXXXXX
H WQ6776N  FORMKEY3 ~ EXPORTER NAME 78129
K2Pexs 613952036956786139529876CERTIFIER COMPANY NAME XXXXXXXXXXXXXXXXXXXXXXXXXXXXXX
DCA OoN 44831118  PRODUCT DESCRIPTION XXXXXXXXXXXXXXXX
DCA ON 44031116  PRODUCT DESCRIPTION XXXXXXXXXXXXXXXX
DCA OoN 44831118  PRODUCT DESCRIPTION XXXXXXXXXXXXXXXX
< >

Bulk Loads

Export Documents

Lookups | Templates | User Access

Draft Documents | Submitted Documents JR:TEQINIGET

Create Export Document

Note: You may save an additicnal 197 Bulk Load Export Declarations for this Business Account

Show 10 ¢ entries
O Form Key
O FORMKEY1
O FORMKEY2
O  EoRMKEYR

Showing 1 to 3 of 3 entries

Exportation Date
2019-09-04
2019-09-04

2019-09-04

Business Number Upload Date/Time

129260673RM0009 2019-09-04 11:57
129260673RM0009 2019-09-04 11:57
129260675RM0009 2019-09-04 11:57

SN L L EL Y Delete Selected
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Using the Bulk Upload Feature

1) Prepare a “Bulk Load” text file containing one or more draft Export

Declaration records.

Note: The CBSA has produced a technical guide (ECCRD Chapter 25
(CERS Portal)) containing specifications regarding how to assign Export
Declaration records to a “Bulk Load” text file.

File Structure:

1.1.1.1 Header record layout

Appendix E — Bulk Load — File Structure and Record Layout

Field Starting | End Fieldname Entry | Data Type Reporting Formatting

Number | Position | Position Length Condition Requirements

1 1 1 Record type 1 Code Mandatory H

2 2 7 <Not used=> [ NfA

3 :1 13 Exporter 6 D Mandatory Specify the
authorization Authorization ID of the
D associated exporter

(Format: ZZ9939)

4-5-6 14 17 Related party | 4 Code Mandatory YorN

Indicator

| Exporter Company - Bulk Load File.xt - Notepad - ] x

File Edit Format View Help

H WQE776N  FORMKEY1 — EXPORTER NAME 70129
K2P@XS 613952036956786139529876CERTIFIER COMPANY NAME XXCOOCOO000000COOOO000C00KNKNK

DCA oN 44831118 PRODUCT DESCRIPTION XXOOOG000000OCKKKK

DCA on 44831118 PRODUCT DESCRIPTION IX000O00000OCHMK

DCA on 44831118 PRODUCT DESCRIPTION XXXOOG0000QQOCHKKX

PPERMITNUMBER1

CTESXL

RREFERENCENUMBER1

H WQB776N  FORMKEY2  EXPORTER NAME X00000CCO0CO000COOCOONC00000O0COON00000000000000000KX 78129
K2POXS5 613952036956786139529876CERTIFIER COMPANY NAME

DCA on 44831118 PRODUCT DESCRIPTION XXXCO00C0QQCHMX

DCA oN 44831118 PRODUCT DESCRIPTION XXOOOG000000OCKKKK

DCA on 44831118  PRODUCT DESCRIPTION I0000000000COMX

H WQ6776N  FORMKEY3  EXPORTER NAME 70129
K2PBXS 613952036956786139529876CERTIFIER COMPANY NAME X0000CO0000000CO0000000000CNKNK

DCA on 44831118  PRODUCT DESCRIPTION XX0O00000QOCHNX

DCA on 44831118 PRODUCT DESCRIPTION XXXCO00C0QQCHMX

DCA oN 44831118 PRODUCT DESCRIPTION XXXOOGO00000OGKKKX

<
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Using the Bulk Upload Feature

2) Upload the contents of the “Bulk Load” text file to the CERS Portal
Business Account.

CERS Portal

Business Accounts My Profile

Home » Business Accounts 3 (

ABC Company Inc. (123456789RM0001)

[Nl | Export Documents Templates | User Access

Bulk Loads
————
Create Export Document ’

Templates | User Access

Lookups

LT[ P | Export Documents

Create Export Document

Note: You have space to save 98 Draft Export Documents for this Business Account.

Select the type of Export Document you want to create: Export Declaration
Summary Report
Bulk Loads

Use Document Template

Business Accounts

Home > Business Accounts »

ABC Company Inc. (123456789RM0001)

Bulletins | Export Documents | Lookups | Templates | User Access

Create Export Document

Select A File To Upload:
Browse...

56
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Using the Bulk Upload Feature

Result: CERS will extract information from the “Bulk Load” file and
will use it to create one or more new, draft Export Declarations. These
draft documents will be assigned to the Export Documents - Bulk
Upload section.

Bulletins |E3NLLaLILTICE] Lookups | Templates | User Access
Bulk Loads
Create Export Document

Draft Documents | Submitted Documents |R:NEQILIGTT

Mote: You may save an additional 197 Bulk Load Export Declarations for this Business Account

Show 10 $  entries Filter
O Form Key Exportation Date Business Number Upload Date/Time v Validation Status
] FORMKEY1 2019-09-04 12926067 5RM0009 2019-09-04 11:57
O FORMKEY2 2019-09-04 12926067 5RM0009 2019-09-04 11:57
a EORMKEY3 2019-09-04 12926067 5RM0009 2019-09-04 11:57

Showing 1 to 3 of 3 entries n
TS RN N Delete Selected
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Bulk Upload Tab

Note: Within the Bulk Load file, each draft Export Declaration should be
assigned an 11-character “Form Key”. This “Form Key” will be used as an
identifier value within the Bulk Upload section to enable the user to distinguish
one draft Export Declaration from another.

| Exporter Company - Bulk Load File.txt - Notepad - m} X
File Edit Format Vig Felp
H WQE776N @ EXPORTER MNAME 78129
K2PBX5 P39520836956786139529876CERTIFIER COMPANY MAME XXX XXX
DCA ON 44831118 PRODUCT DESCRIPTION MOGOOO0OOO000000
DCA ON 44831116 PRODUCT DESCRIPTION MGOOOOOOOGOOO0
DCA ON 44831118 PRODUCT DESCRIPTION MGG
PPERMITNUMBER1
CTESX1
RREFERENCENUMBER1
H WQEe776N FORMKEY2 EXPORTER  NAME X X xS X x X 781.29
K2PBX5 613952836956786139529876CERTIFIER COMPANY NAME X000 OO0
DCA ON 448311168 PRODUCT DESCRIPTION OO0
ggi g: Draft Documents | Submitted Documents JR:TUQINGES] I
H WQe776N  FORMKEY3  EXPORTER NAME Mote: You may save an additional 197 Bulk Load Export Declarations for this Business Account
K2PBX5 613952836956786139529876CERTIF
DCA ON
DCA an Show 10 + entries
DCA ON
O Form Key Exportation Date Business Number Upload Date/Time
O 2019-09-04 129260675RM0009 2019-09-04 11:57
O FORMKEY2 2019-09-04 129260675RM0O009 2019-09-04 11:57
O  EORMKEY2 2019-09-04 129260675RM0009 2019-09-04 11:57
Showing 1 to 3 of 3 entries
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Bulk Upload Tab: Deleting Draft Export Declarations

A user can select one or more draft Export Declaration entries then click
the “Deleted Selected” button to have these entries removed from the
Bulk Upload section.

BEFORE

Business Accounts My Profile

Home > Business Accounts 3 CARGILL LTD [CLAVET SASKATCHEWAN) (125260675RMO00S) John Smith
URN: MOS547938)

CERS Portal Help and Suppart 021 | Log out

LTI | Export Documents | JIGHTNTT SN BTGl G CON [TETTE

Bulk Loads

Create Export Document

Draft Documents | Submitted Documents JR:TUQINGET]

Mote: You may save an additional 197 Bulk Load Export Declarations for this Business Account

Business Accounts My Profile

Show 10 + entries Home » Business Accounts » CARGILL LTD {CLAVET SASKATCHEWAN) (123250675RM0009)
O Form Key Exportation Date Business Number Upload Date/Time|
Bulletins |E3GHd LN EN] Lookups | Templates | User Access
O FORMKEY1 2019-09-04 129260675RM0009 2019-09-04 11:57
Bulk Loads
[ FORMKEY2 2019-09-04 129260675RM0009 2019-09-04 11:57
Create Export Document
EOQRMKEY3 2019-09-04 129260675RM0002 2019-09-04 11:57

Draft Documents | Submitted Documents JR:ITI'QIIGET]

shoWing 1 to 3 of 2 entries 1 row selected Note: You may save an additional 198 Bulk Load Export Declarations for this Business Account

ST BT Delete Selected Show 10 %  entries
O Form Key Exportation Date Business Number Upload Date/Time
] FORMKEY1 2019-09-04 129260675RM0009 2019-09-04 11:57
[m] FORMKEY2 2019-09-04 129260675RM0009 2019-09-04 11:57

Showing 1 to 2 of 2 entries

SN ELIET EL Y Delete Selected
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Bulk Upload Tab: Submitting Draft Export Declarations

A user can select one or more draft Export Declaration entries then click
the “Submit Selected” button to submit these declarations to the CBSA.

Business Accounts My Profile

Export Documents

Bulk Loads

Create Export Documen t

Draft Documents | Submitted Documents ]IS

Mote: You may save an additional 198 Bulk Load Export Declarations for this Business Account

Show 10 $  entries Filter
O Form Key Exportation Date Business Number Upload Date/Time v Validation Status
&~ FORMKEY1 2019-09-04 129260675RM0009 2019-09-04 11:57
FORMKEY2 2019-09-04 129260675RM0009 2019-09-04 11:57

Showing 1 to 2 of 2 entries 1 row selected
‘ Submit Selected ' elete Selected
Submitting Bulk Data x

Validating Documen ts

100% Complete

Submitting Documents

100% Complete
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Bulk Upload Tab: Submitting Draft Export Documents

After submitting one or more draft Export Declarations to the CBSA,

the user can choose to print out a confirmation report (containing a
list of the associated Proof of Report Numbers).

Bulk Loads

Create Export Document

Draft Documents | Submitted Documents JR:ITIQINIGES]

The following documents were successfully submitted:
FORMKEY1, WQ6776201909042308

Document(s) which are successfully submitted will be removed from this list and will appear on corresponding Submitted Documents lists.

‘ Print/Download Report ’

Do you want to open or save BulkLoadSubmissionReport.pdf (358 KB) from apps-ho1.cbhsa-asfc.ge.ca?

Close

Open Save |v Cancel

Bulk Load Documents Submission Report / Rapport de soumission du chargement en vrac

Your Bulk Upload has been submitted to the CBSA. / Votre téléchargement en vrac a été soumis a I'ASFC.

Form Key / Clé de formulaire Proof of Report / Preuve de déclaration

“FORMKEY] |W06776201909042308
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Bulk Upload Tab: Editing a Draft Export Document

Within the Bulk Upload section, a user can click a Form Key link in
order to view and edit the contents of a draft Export Declaration.

GITESG T | Export Documents | IGTUUTIE W T EY GO U EST Tl

Bulk Loads

Create Export Document

Draft Documents | Submitted Documents |R:INUQIGIGE]

Mote: You may save an additional 199 Bulk Load Export Declarations for this Business Account
Show 10 %  entries Filter
O Form Key Exportation Date Business Number Upload Date/Time v Validation Status
(@] 2019-09-04 129260675RM0009 2019-09-04 11:57
Showing 1 to 1 of 1 entries Bulletins JESNLadal:=l] Lookups | Templates | User Access |
Submit Selected 10 R Create Export Declaration

Exporter Business Mumber: 1234567 E3RMO00A
Exporter Name: ABC Company Inc.

All fields are mandatory unless otherwise specified.

Consignee | Service Provider | Certifier | Commodity | Other Export Details | Customs Details

Business Number Authorized ID

129260675RM0009 WQ6776
Are parties related? @

) Yes

(8 No

Check for Errors Save and Exit Submit to the CBSA Cancel
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Bulk Upload: Error Report

When performing a Bulk Upload operation, CERS may detect one or more
syntax or business data validation errors present in the “Bulk Load” text file
that will prevent it from transferring data to a draft Export Declaration.

| Exporter Company - Bulk Load File.tt - Notepad — O et

File Edit Format View Help

H HQe776MN FORMKEY1 X P R T E R, A 2 2 0000781129
K2PBX5 613952836956786139529876CERTIFIER COMPANY MAME XCOOOOO000OOO000000000000000K

DCA 44831118 PRODUCT DESCRIPTION MOOOOOOOOOOOOO0

DCA 44831118 PRODUCT DESCRIPTION OCOOOOOOOOOOO0

DCA ON 44831118 PRODUCT DESCRIPTION XOOOCNNCOOONGNX

PPERMITNUMBER1

CTESX1

RREFERENCENUMBER1

H WQe776N FORMKEY?2 X P DR T R, M 0000781 29
K2PaX5 613952836956786139529876CERTIFIER COMPANY MAME 3OOGO000000000000000000000000(

DCA ON 44831118 PRODUCT DESCRIPTION XOOCKOOONGNX

DCA ON

DC-'E'- 'DN Mote: You have space to save 98 Draft Export Documents for this Business Account.

Select the type of Export Document you want to create: Export Declaration
Summary Report
Bulk Loads:

Use Document Template
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Bulk Upload: Error Report

When this event occurs, CERS will abort the Bulk Upload operation and
generate an Error Report that identifies the issue(s) found in the Bulk Load
text file.

Create Export Document

Select A File To Upload:
Browse...

Please fix the error(s) and upload the file again:

Print/Download Error Report

Do you want to open or save ErrorReport.pdf (235 KB) from apps-bo1.chsa-asfoge.ca? Open Save  |™ Cancel
Error Report/ Rapport d'erreur
P PP 2019-09-04 Page 1 ofide 1
Rec Type Data size
Form Key / Line No Field No Type Taille Max size
Clé de No de No du d'enregist des Taille
formulaire ligne champ Field Name/Nom du champ rement Error Message / Message d'erreur Data/Données données Maximale
FORMEKEYA 1 4 Province of Origin Code D Code value not valid Z7 2 2
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13. One Time Submission

A “One Time” Export Declaration submission is nearly identical to a
standard Export Declaration submission, except for the following:

For a standard Export Declaration submission, the reporter must
specify the Exporter Business Number and Exporter Authorization
ID that belongs to the associated exporter company.

For a “One Time” Export Declaration submission, the Customs
Service Provider (CSP) can report on behalf of an individual or
company that does not possess an Exporter Business Number.
The “One Time” Export Declaration submission will be assigned
the CSP’s Exporter Business Number and a special Exporter
Authorization ID issued to the CSP for use with “One Time”
submissions.
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13. One Time Submission

Note: A “One Time” submission is not to be completed for an
iIndividual or company that has exported commercial goods from
Canada on several occasions. Such companies are required to
obtain their own Exporter Business Number (i.e. CRA Business
Number and RM exporter program account) from the Canada
Revenue Agency for the purposes of declaring their commercial
exports to the CBSA.
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13. One Time Submission

To create a “One Time” submission:

=

Access a CERS Business Account (belonging to a CSP).

2. Access the Export Documents tab, then click the Create Export
Document button.

3. Within the Create Export Document page, select option “One Time

Submission” then click Submit.

m Export Documents Lookups | Templates | User Access

Create Export Document

MNote: You have space to save 95 Draft Export Documents for this Business Account.

Select the type of Export Document you want to create: Export Declaration

Summary Report
Bulk Loads
One Time Submission

Use Document Template

m Cancel
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CERS Portal will display the
Create Export Declaration
page, which has automatically
been assigned an Exporter
Business Number and Exporter
Authorization ID entry.

This “One Time” submission
can be treated like any other
draft export document.

« Available program options:
Check for Errors; Save and
Continue; Save (as draft)
and Finish Later; Submit to
the CBSA,; Cancel.

Bulletins Export Documents Lookups | Templates | User Access I

Create Export Declaration

ABC Service Pravider
Exporter Name:
Exporter Business Number 123456789RM0001

All fields are mandatory unless otherwise specified.

ISGLI T Consignee | Service Provider

Commodity | Other Export Details | Customs Details

Business Number Authorization ID
123456789RM0001 272544

Lookup Name @

Select a Lookup
Mandatory if creating a lookup

Are parties related? @
O Yes
O No

Exporter Name @
Street Address ©
city @

Country ©

— Select Country — v

Province /State @

— Select Provincef/State — ﬂ

Consignee | Service Provider

Commodity | Other Export Details

Complete all mandatory fields within the tabs above.

Check for Errors ~ Save and Continue  Save and Finish Later  Submit to the CBSA

Cancel
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14. Helpful Links

* Electronic Commerce Client Requirements Document (ECCRD) - Chapter 25 for additional
information regarding the CERS Portal: https://www.cbsa-asfc.gc.ca/eservices/eccrd-
eng.html# s1-25

* Refer to https://www.cbsa-asfc.gc.ca/prog/cers-scde/menu-eng.html for further information on
CERS Portal.

* General e-mail enquiries can be sent to CBSA.CERS_Inquiries-
Renseignements SCDE.ASFC@cbsa-asfc.gc.ca

+  SecureKey Concierge FAQs: https://www.canada.ca/en/revenue-agency/services/e-services/cra-
login-services/sign-partners-help-fags/using-a-sign-partner.html

+ Government of Canada GCKey FAQs: https://www.canada.ca/en/revenue-agency/services/e-
services/cra-login-services/sign-partners-help-fags/general-secure-key-fags.html

. HS Code Information: https://www150.statcan.gc.ca/nl/en/cataloque/65-209-X
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